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SECNAV INSTRUCTION 5212.5D

From: Secretary of the Navy
To: All Ships and Stations

Subj: NAVY AND MARINE CORPS RECORDS DISPOSITION MANUAL

Ref: (a) Records Management by Federal Agencies, 44 U.S.C.
Chapter 31

(b) Disposal of Records, 44 U.S.C. Chapter 33

(c) 36 Code of Federal Regulations (CFR) Chapter XII
Subchapter B

(d) United States Navy Regulations 1990, Article 1127

1. PurBose. To prescribe policy and procedures for the
maintenance, use, and disposition of Department of the Navy
records per references (a) through (d).

2. Cancellation. SECNAVINST 5212.5C.

3. Discussion. This instruction contains disposition schedules
for Department of the Navy records by Standard Subject
Identification Codes (SSIC). The schedules incorporate National
Archives and Records Administration (NARA) records disposition
policies and guidelines and have been approved by the Archivist
of the United States as required by references (b) and (c).

4. The Statutorv Definition of Records. Reference (b) defines
records as “all books, papers, maps, photographs, machine
readable materials, or other documentary materials, regardless of
physical form or characteristics, made or received by an agency
of the United States Government under Federal law or in
connection with the transaction of public business and preserved
or appropriate for preservation by that agency or its legitimate
successor as evidence of the organization, functions, policies,
decisions, procedures, operations, or other activities of the
Government or because of the information value of data in
them .... Library and museum material made or acquired or
preserved solely for reference or exhibition purposes, extra
copies of documents preserved only for convenience of reference,
and stocks of publications and of processed documents are not
included.”

5. Action

a. The Chief of Naval Operations (CNO) is responsible for
managing and executing the Department of the Navy records
disposition program. CNO has assigned administration of the
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program to the Navy Directives and Records Management Branch
(N09B35), Office of the Chief of Naval Operations.

b. Addressees will follow the procedures in this
instruction.

6. Forms

a. The following forms are available from the Federal Supply
System through normal supply procurement procedures.

National Stock No.

SF 115, Request for Records Disposition
Authority 7540-00-634-4064

SF 135, Records Transmittal and Receipt 7540-00-634-4093
SF 135A, Records Transmittal and

Receipt (Continuation) 7540-00-823-7952
OF 11, Reference Request-Federal Records

Center 7540-00-682-6423

b. The following forms are available from the National
Archives and Records Administration at College Park, Office of
Federal Records Center, 8601 Adelphi Road, Collge Park, MD

20740-6001.

SF 258, Request to Transfer, Approval, and Receipt of Records to
National Archives

NARA 14097, Technical Description for Transfer of Electronic
Records to the National Archives

7. ReDorts. Report control symbol SECNAV 5212-1 is assigned to
the report on Accidental Destruction of Records required by
paragraph 6, Part I, and is approved per SECNAVINST 5214.1OB.

J@’&-.
Lkprtmmt of the Navy
Chief I.nfomationOfficer

Distribution:
SNDL Part 1 and 2
SNDL T
MARCORPS PCN 21600355600
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PART 1

AUTHORITY AND PROCEDURES FOR RECORDS
DISPOSITION PROGRAM

1. The Naw Directives and Records Manag ement
Branch (N09B3S). Office o the ChIf “ef of Naval
Ooerationil . Is designated as the Navy liaison with the
National Archives and Records Admkdstration regarding
naval records disposition. N09B35 is designated as the
single approval authority for transfer of records to the
custody of the National Archives per reference (c).

2. statuto v ar nd Regulatow Authority. The disposition
of Government records is given legal status by the
Records Disposal Act of 1943, as amended, the Federal
Records Act of 19S0, 36 Code of Federal Regulations
(CFR) Chapter XII, and Navy Regulations.

a. ‘lhe Fede ral Rec orals Act of 1950, The Federal
Records Act of 1950 provides that, as part of the
responsibUity for the establishment of a continuing
agency-wide records program, the Secretary of the Navy
should propose retention and disposal instructions for all
~or series of Navy records and, once approved by the
Archivist of the United States, ensure the proper
application of these mandatory instructions.

b. ~. Naw RemIlatI“ens 1990. ArtI“cle 1127. No

person, without proper authority, shalt withdraw official
records or correspondence from the files, or destroy
them, or withhold them fkom those persons authorized to
have acces to them.

c. Mistreatmentof Government Records, provisions
of law prescribing the mistreatment of Government
records are most s@ingent. Title 18, United States Code
delineates a wide range of impermissible conduct,
ilhmtrating the rigorous care required “mthe handling of
such records.

3. Goals of Records Diaoosa 1Proaram

a. Whhin the legal framework provided by law and
Navy Regulations, the DON’s records disposition
program has as its prinapal goabx

(1) creation of records that adequately document
the organization, fimctiona, policies, procedures,
decisions and essential transactions of the DON

(2) preservation of records having long-term
permanent worth because of their continuing
administrative, legal, scientific, or historical values;
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(3) destruction of temporary records as they outlive
their usefulness; and

(4) retirement and transfer of those records no
longer required in the conduct of daily business to more
economical storage.

b. Accomplishment of these goals will reduce
maintenance coats and, at the same time, provide
management with more efficient records to conduct its
daily business. In meeting these goals, the immediate
objectives are:

(1) to annuaUy dispwe of a volume of records at
least equal to volume created;

(2) to decrease the vohune of records in high-coat
office spaces by destroying nonrecord material and
increasing the volume of short-term mxmrds transferred
to authorized local storage space and the transfer of long-
term and permanent records to Federal Records Centers

(FK!s);

(3) to reduce not only the number and volume of
long-term or permanent naval records, but also increase
the significance of those to be preserved; and

(4) to ensure that aU records are programmed for
retention or periodic destruction and that every activity
and office properly applies the retention standards
specified in this instruction.

4. Information security. The DON Information Security
Program Regulation (OPNAVINST 551O.1H) provides for
the destruction of classified matter. llds and other
regtdztions for safeguarding seauity information shaU be
foUowed at aU times in applying the provisions of this
instruction.

5. Provisions for Emerxencv Destruction of Record$.
DON records may be destroyed without regard to the
above statutory and regulatory requirements under two
emergency conditions. These are provided for in the
Records Disposal act of 1943.

a. When a State of War Exists or is ‘Threatened.
When the United States is at war with another nation or
hostile actions appears imminent, naval records held
outaide the territorial Umits of the continental United
States may be authorized for emergency destruction.
This authorization may come from the Secretary of the
Navy or the head of the command having custody of the
records. However, prior to destruction, it must be
determined that: retention of the records would be

I-1
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prejudiaal to United States interesla; or the records
occupy apace urgently needed for mititary purposes and
are witbout suftiaat value to warrant continued
preservation. Within 6 months after the disposal of any
records under this authorization, submit a written
statement describ~ the records and showing when and
where dispad occurred to the Office of the Chief of
Naval Operations (cNO) (N09B3S). For Marine Corps
records, submit written atatemed describing the records
and showing when and where disposal occurred to the
Commandant of the Marine Corps (ARAE).

b. When Reco rds Menace RooertY. Health . or Life.
Records such as nitrocellulose base film or tape
sometimes become a menace to property, health, or life.
Under such circumstances, 36 CFR 1228.92 provides for
their emergency destruction regardless of their retention
period. If any naval record constitutes such a menace, a
request shall be made for its emergency datruction to
(2I$IO(N09B35) via the admhdstrative chain of command.

CNO (N09B35) will determine whether or not immediate
destruction is warranted and, when necessary, obtain the
concurrence of the Archivist of the United States. If any
Marine Corps records constitute such a menace, a
request shall be made for its emergency destruction to
CMC (ARAE) via the appropriate chain of command.
CMC (ARAE) will determine whether immediate
destruction is warranted and, when necessary, obtain the
concurrence of the Archivist of the United States.

6. Accidental Destruc tion of Records. The accidental
destruction of records will be reported to the CNO
(N09B3S). Marine corps records will be reported to
CMC (ARAE). This report wilt include:

a. A complete description of the records destroyed,
including dates of records if known.

b. Volume destroyed in cubic feet; if machine
readable cite the munber of reels.

c. The office of origin.

d. A statement of the circumstances surrounding the
destruction.

e. A statement of the safeguards and planned
procedures to be “@tuted to prevent further instances of
loss of documentation.

7. Frovisions for TrSnsferrin KRecords to Otb
~ustody. Naval/Marine Corps records may bee~oved
and assigned to other custody within the Naval/Marine
Corps establishment, to Federal Records Centers (FRCs),
to the National Archives and Records Administration

(NAM), or to other government agencies. When moving
the records involves a change in custody, the move is
referred to as a records trans fer. changes in location
within the activity, usuaUy by removal to local storage
areas, are referred to as records retirement. The
subparagraph immediately foUowing prescribes policies
and procedures for transfer involving changes in custody
of records. (See appendix F for definitions of physicnl
and legal custody.)

a. Transfer to Federal Records Centers . FRCS store
records in cardboard cartons on steel shelving in low-
cost, warehousetype space. (See appendix C for proper
transfer procedures.)

(1) Activities are authorized to transfer records to
FRCS without departmental approval when:

(a) Records are specifically designated in this
instruction for periodic transfer;

(b) Records have at leasi l-year retention
period at the FRC;

(c) Records are inactive and are not required
for local operating purposes; and

(d) It is coat effwtive to transfer the records
to FRC rather than store them locaUy; i.e.,
transportation to the center and center storage costs will
not outweigh local storage costs; or

(e) Records are designated in this instruction
for permanent retention.

(2) Activiti= should not transfer records to FRCS
when:

(a) fnactive files are eligible for destruction
witbin l-yeaq

(b) The quantity of a particular record series is
leas than 1 cubic foot (retain smaU accumulations on
board until the retention period expires or until quantity
accumulated is sufficient to justify transfer); or

(c) Cost of transfer and storage at FRC
outweighs cast of local storage.

(3) Except when categories of NavaUMarine Corps
records are designated specifically in parts III, IV and V
of this manual for transfer to a single FRC for
convenience of administration and reference, activities
sbaU transfer eligible records to the appropriate FRC
servicing the area. Records should be transferred earlier

I-2
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than scheduled only if prior approval is obtained from
the FRC, local storage space is not available and
reference requirements are such that transfer will not
hinder the activity’s operations.

b. Transfer to NARA. NARA accessions records that
have sufficient research, legal, scientific, historical, or
other values to warrant their permanent preservation by
the Government. Records that the DON has appraised as
having these values are listed in parts 111, IV and V of
this instruction as “permanent” records. Records
transferred to NARA may be referenced or withdrawn
per procedures outlined in paragraph 7.

c. Transfer to Other Government Aeencies or to Non-
Federal Insti tutions. When the pubtic interest will be
served, records authorised for disposal may be offered to
an eligible person, organization, institution, corporation,
or governmen t (imcluding a fore@ government) that has
made application for them. Records wiU not be
transferred without prior written approval of NARA.
Request such approval via CNO (N09B3S), or CMC
(ARAE) for Marine Corps records, and include the
fouowing

(1) Name of the command having custody of the
records;

(2) Name and address of the proposed recipient of
the records;

(3) A list containing:

(a) Records series description, including
Standard Subject Identification Codes (SSICa);

(b) Inclusive datea of each series; md

(c) The authorized disposal citation (i.e.,
SECNAVINST 5212.5D, SSIC 6010.id);

(4) A statement providing evidence:

(a) That the proposed transfer is in tbe best
intereats of the Government;

(b) That the proposed recipient agrees not to
seU the records; and

(c) That the transfer will be made without cost
to the U.S. Government.

(S) A certification that:

(a) The records contain no information the
disclosure of which is prohibited by law or contrary to
the public interest; and/or

(b) The records proposed for transfer to a
person or commercial business are directly pertinent to
the custody or operations of properties acquired kom tbe
Government; and/or

(c) The foreign government desiring the
records has official interest in them.

d. Transfers W@in the Dens ~rtment of Defe
~. Transfers of records within DOD usuaUy involve
the transfer of functions. In such instances, the transfer
of records is needed to assure the continuity of functions.
Negotiate such transfers between the activities and officw
concerned. Frior approval is not required, but a copy of
the agreement or report accomplishing the transfer shaU
be submitted to CNO (N09B3S)or the CMC (ARAE) for
Marine Corps activities.

e. Transfers Within the Det)artment of the Navy

~~. ‘fkMSfers within DON are negotiated between
the organisational components concerned. Approval for
such transfers is not required but notify CNO (N09B35),
or the CMC (ARAE) for Marine Corps activities, of the
organizational components and records involved in the
transfer.

f. Transfer of Records of Decommissioned WIm and
Disestablished Shore Activities and Aviation Sauadrons

(1) Host command s of dmtablished tenant shore
activities

(a) Publish guidance to be foUowed by
disestablished tenant shore activities.

(b) Provide local storage areas for records
with a retention period of less than 1 year. Maintain a
record of storage box location (i.e., box list, floor plan,
etc.) which permits easy acceas to stored records for
reference and allows systematic disposal of records at the
end of the l-year retention period.

(c) Conduct periodic review of stored records
to ensure timely destruction of eligible records.

(2) Diseatablished sbore activiti~

(a) Follow guidance of host command in
preparing md transferring records.

I-3
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(b) !lhnsfer records with leas than l-year
retention periad to the host comman d foUowiug their
guidance. Mark both ends of all records storage boxes
with the disposal month and year. Provide a detailed list
of the material to the hod command and to the
immediate superior in command (fSIC).

(c) Trtier records with more than l-year
retention period to the appropriate FRC following
transfer procedures outlined in appendix C of this
instruction. Provide copies of Standard Forms (SF) 135s
with a detaited list of records transferred, to the host
command and the ISIC.

(3)mco~ “ “oned sbioq. Transfer records
following Part IV of this instruction. Provide copies of
SF 135s with a detailed list of records transferred, to the
host command and the ISIC. Type commanders of
decommikoned ships will maintain the record copy of
the SF 135s.

8. Frocedurea for Transferrim Records to Federal
Records Centerq . When transferring Naval/Marine
Corps records to FRC& the detailed procedures
contained in appendix C must be followed. Problems
arise when these procedures are not followed. No DON
command or activity is exempt. If correct transfer
procedures are not foUowed or proper records transfer
documents not provided, the entire records shipment wiU
be returned to the transferring command or the ISIC for
correction.

9. Deatmct ion of Reco rds in tbe Custodv of FRC$.
FRCS automatically destroy temporary records in their
physical custody upon expiration of their retention
periods. At least 90 days prior to destruction, the
transferring activity is sent a NA Form 13001 “Notice of
Intent to Destroy Records”. If destruction is approved,
no further action is required. Records will be destroyed
automatically if the FRC doea not receive DON’s
response within 90 calendar days. However, if audit,
legal or other pertinemt issues dictate longer retention,
activities should act quickly to request an exemption from
NW via CNO (N09B33), or CMC (ARAE) for Marine
Corps activities. This request should state the specific
circumstance requiring longer retention and an estimated
destruction date. See appendix H for the handling of this
and other notices from FRCS.

10. Access and Reference to Records Transferred.
NARA and FRCS provide prompt reference service on or
access to records in their custody under the conditions
outlined in subparagraphs a and b below.

a. NARA The Archivist of the United Statea is

authorized to grant acceas to or relense information from
the permanent Navy and Marine Corps unclassified
records in NARA’s legal custody per the Freedom of
Information Act.

b. ~ FRCS wiU furnish information or
documents only by authority of the record group
manager and in some crises to persomel of the activity
that transferred the records. Requests for access or
information from other than authorized personnel will
not be honored. If the activity has been disestablished,
obtain approval thorn the cognisant records manager.
An exception of the above rule shaU apply, if at the time
of transfer the transferring activity grants blanket
approval to FRCa releasing information to those properly
and rightfuUy concerned. Activities are encouraged to
grant such btanket authority on routine, unrestricted and
unclassified !iIea. Note the blanket authority on the SF
135, at the time of transfer.

c. Reference Services Provid@. The NARA and the
FRCS normaUy provide:

(1) Information over the telephone (ii emergencies
only);

(2) Authenticated copies of documents (for a fee);

(3) Original documents on a loan bm and

(4) Information extracted from the records
(provided prior arrangements are made and persomel
are available).

d. HOWtoObtain Reference Service from NARA or
~. Requesta for FRC reference services shaU be
made in writing on Optional Form (OF) 11 directly to the
Records Center by the requesting activit y. Centers also
wiU grant authorised personnel access to review the
records at the centers (see appendix D), Requests for
reference service from the NARA shaU be made only
through command records managers.

e. Withdrawal of Records from the NARA or FRCS.
Records transferred to the custody of the FRCS maybe
withdrawn for reference on a 30-day loan basis as
outlined in subparagraphs c and d.

f. Return of Loaned Records to the FRQ. Check the
procedures in appendix D, paragraph 5 for returning
loaned records.

11. gutting () ff Records/F&s. To cut or break files,
terminate a record series on a given date or after a
specified event or action. Files should be cut off or
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broken periodically in order to facilitate disposal actions
and reference to current records.

a, Estab Ii* Cut Off Periods. Establiab SpCCifiC
cut off periods for each record series accumulated. Thii
allows disposal or transfer to occur in uniform
chronoIo@cal blocks.

(1) Terminate correspondence files and moat other
general files, as well as numerical Iilea or documents,
annually at the end of the calendar year. Break fiscal
and accounting records annually at the end of the fiscal
year.

(2) Terminate case files when action has been
completed or upon the occurrence of a particular event
or action. For example, certain contract files are
removed from the current file and placed in the
completed file when all shipments have arrived or final
payment under the contract has been made. Some
personnel records are removed from the current file on
the occurrence of a particular event, e.g., when an
individual is separated.

(3) If files are eligible for destruction when less
than 1 year old, they should be cut off at shorter
intervak. For example, cut off files eligible for
destruction when 6 months old at the end of 6 monm
those eligible for destruction when 3 months old at the
end of 3 months. Consider continuity, use, and volume,
as well as the retention period, as factors. A good
general rule to foUow is to set cut off periods according
to the volume and retention period.

b. Retirina Cut Off Files. Move cut off or
terminated tiles to lower file drawers or to other less
convenient office spaces.

c. Restrictions on transferred records

(1) Freedom of information Act (FOIA).
Restrictions may be necessar y or desirable on the use or
examination of specific records. These restrictions must
be justified and the statute or FOIA exemption (S U.S.C.
552(b)) must be ated that authorizes placing restrictions
on the usc or examination of records being considered for
transfer. If NARA agrees, restrictions will be placed on
the records.

(2) Records less than 30 years old. Unless
required by law, NARA will not remove or relax
restrictions placed upon records less than 30 years old
without the concurrence in writing of CNO (N09B3S), or
CMC (ARM) for Marine Corps activities.

(3) Records 30 or more years old. After records
have been in existence for 30 years or more, statutory or
other restrictions shall expire unless NARA determines,
after consulting with CNO (N09B35), or CMC (ARAE)
for Marine Corps activities, that the restrictions shall
remain in force for a longer period. NARA has identified
specific categories of records, including classified
information and information that would invade the
privacy of an individual, which may require extended
protection beyond 30 years.

(4) Privacy Act (PA). For records constituting
systems of records subject to the Pkivacy Act of 1974 (S
U.S.C. 552a), CNO (N09B3S), or CMC (ARAE) for
Marine Corps activities, shall attach the most recent
Navy Privacy Act system notice covering the records to
the SF 2s8.

12. Retiring Records to Loca 1Storage Area$ Most
Naval/Marine Corps records are short-term temporary
records eligible for destruction in less than 2 years, and
the bulk of these have retention periods of 1 year or Icx.
These short-term records (retention periods of leas than 1
year) should be cut off at regular intervals, retired
locally, and destroyed by the accumulating activity as
soon as their retention periods have expired. Generally,
it is not economical to transfer them to FRCS.

a. Establishing Loca 1 Storage Ar*. Some activities
have found it advisable and economical to establish local
records storage facilities for short-term temporary
records. See appendix E for Navy records centers
standards. Establishment of such local facilities is
permksible under the following conditions:

(1) The records storage area is less than 5,000
square feet and records being held are leas than 1 year
old. Wmn the parameters are exceeded, the holding
area is considered a Navy records center and the
standards of appendix E must be applied.

(2) The records storage area is unattended.
Necessary references to the records are provided by the
file unit or other organization retiring the records. If
additional persomel resources are required to maintain a
records holding area, FRCS can provide more economical
storage.

(3) Records are stored without the use of
specialized storage equipment. If specialized storage
equipment is required, the FRCS can provide more
economical storage.

(4) Unused storage-type space is locally available,
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e.g., in basements, vacated warehouses, or other
unoccupied space that is not suitable for normal office
use. Usable office space shoutd not be used.

b. @COrds Elbdble for Local Retirement. The
following records may be retired to local storage areas:

(1) Short-term records eligible for destruction in
leas than 1 year; and

(2) Long-term records that must be retained C1OSS
at hand until frequency of reference to the records witl
Pemdt their transfer to an FRc.

Establish specific retirement periods for records eligibte
for local storage, taking into consideration the volume,
use, and frequency of reference to the records.

13. Temoorarv Records Interfile Whh Other Records.
Dispose of records series as a “block” wherever possible.
Documents that must be maintained for substantially
longer or shorter periods of time than other portions of
the file should be physically separated and filed as
individual records series. While physical separation of
these records is preferable, some file series-such as
general correspondence fiIes-may contain material
having different retention values. Wwn the file volume
is smalt and the difference between retention periods is
not substantial, the entire file may be retained as a
“blockn and disposed of upon expiration of the longest
retention period applicable. But when the differences are
substantial, identify each file category md mark
appropriately for disposal as a separate records series.
Moreover, identify and clearly mark any temporary
records interfiled with permanent records. m
@mnorarv reco rds intertiled with oermanent recor@
~ r bef ra inan FR .

14. Perso nal Paoers

a. Persona 1papers are documentary materials, or
any reasonably segregable portion thereof, of a private or
nonpubiic character that do not relate to, or have an
effed upon, the conduct of agency business. Personal
papers are excluded from the definition of Federal
records and are not owned by the Government:
Examples of personal papers include:

(1) Materials accmmdated by an offkial before
joining Government service that are not used
subsequently in the transaction of Government business;

(2) Materials relating solely to an individual’s
private affairs, such as outside business pursuits,
professional affiliations, or private political associations

that do not retate to agency busimsy and

(3) Diaries, journals, personal correspondence or
other pei90nal notes that are not prepared or used for,
or circulated or communicated in the course of,
transacting Government business.

b. Personal papers shall be clearly designated as
such and shall at aU times be maintained separately from
the office’s records.

c. If information about private matters and agency
business appeans in the same document, the document
shall be copied at the time or receipt, with the personal
information deleted, and treated as a Federal record.

d. Materiats labeled “personal,” “confidential,” or
“private,” or similarly designated, and used in the
trmsaction of public business, are Federal records
subject to the provisions of pertinent laws and
regulations. The use of a label such as ‘personal” is not
sufficient to determine the status of documentary
materials in a Federal office.

e. “Personal Papers” category does not apply to
calendars, appointment books, schedules, logs, dbu+ea,
and other records documenting meetings, appointments,
telephone calls, trips, visits, and other activities of
Federal employees while serving in an official capacity, ~
thev are meoared or used for. or circulated or
communicated in the cou rse of, transacting Government
business.

15. Preservation of Facsimile Transmissions as Federal
Records

Fa&mile transmissions have the same potential to be
Federal records as any other documentary materials
received in Federal offices. They are Federal records
when (1) they are received in connection with agency
business @ (2) they are appropriate for preservation as
evidence of agency organization and activities or because
of the value of the information they contain.

a. &l thermal paper facsimiles that are Federal
records should be copied on plain paper at the time of
receipt.

(1) This guidance does not apply to advance copies
of materials on which no documented administrative
action is taken. Such advance copies are non-record
materials and may be destroyed imnwdately upon receipt
of the original document.

(2) This guidance does apply to advance copies if
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the receiving office intends to circulate the advance copy
for oftiaal purpmes such as approval, comment, action,
recommendation, or foUow-up. In such instances, the
advance copy is a Federal record and should be treated
accordingly.

b. Plain paper copies of facsimiles that are Federal
records should be filed in accordance with the guidelines
set forth in this instruction.

c. Commands that anticipate receiving large votumes
of facaimile transmksions that are Federal records should
consider purchasing a facaimile machine that produces
plain paper copies by a xerographic process.

d. Facsimile message leaders, such as cover sheets,
headers, and boxed notes, should advise the recipient to
reptace thermal paper facsimiles that are records with a
plain paper copy. A recommended advisory is:
“WARNING Most Fax MSChiDeSDrooluce coDies on
therms 1Daoer. The image Dreduced is highly unstable

~d will dete riorate significanttlv in a few vears. It
should be coDied on a Dkin DaDer coDier Dnor to fifing as
JIreco rd.”

e. The guidance in this instruction should be
incorporated into appropriate command directives and
distributed to all offices that receive facaimile
transmissions.

16. Data C eated or r Received and Mahtained for the
Government bv Contract o~

a, Contractors performing Congressionally-mandated
program fimctions are likely to create or receive data
necessary to provide adequate and proper documentation
of these programs and to manage them effectively.
Commands shaU specify the delivery to the Government
of aU data needed for the adequate and proper
documentation of contractor-operated programs per
recordkeeping requirements of this instruction and with
requirements of the Federal Acquisition Refutation
(FAR) and the Defense Federal Acquisition Regutstion
Supplement (DFARS).

b. When contracts involve the creation of data for the
Government’s use, in addition to spxifying a final
product, command officials may need to specify the
detivery of background data that may have reuse value to
the Government. Before specifying the background data
that contractors must deliver to the agency, program and
contracting officials shaU consult with appropriate
Government officials to ensure that aU command and
Government needs are met, especially when the data
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deliverables support a new command mission or a new
Government program.

c. Deferred ordering and delivery-of-data cbmseA
and rights-indats clauses shaU be included in contracts
whenever necessary to ensure adequate and proper
documentation or because the data have reuse value to
the Government.

d. where data deliverables include electronic records,
the command shaU require the contractor to deliver
sufficient technical documentation to permit the
command or other Government agencies to use the data.

e. AU data created for Government use and detivered
to, or faUing under the tegal control of the Government
are Federal records and shaU be managed per records
management legislation as codified at 44 U.S.C. chapters
21,29, 31 and 33, the FOIA (5 U.S.C. 552), and the PA

(5 U.S.C. 552a), and shall be scheduled for disposition
per this instruction.

17. Electronic Records. The abundance of office
automation cbaUenges aU who create records to ensure
that records of the federal government that are created
through office automation are identified and
appropriately preserved.

a. General. Any information created, received,
transmitted, maintained, or managed as an organisation
record that can be read by using a computer or any other
electronic device, that satisfies the definition of a Federal
record, shaU be considered an electronic record. This
includes, but is not limited to, records stored in digital or
analog form, regardless of medium. The statutory
detlnition of a record can be found on page 2 of the basic
instruction. Siiply put, a ‘record’ consists of
information, regardless of medium, detailing the
transaction of business. Electronic documents are
records the same as paper documents. In practice, there
is no difference between managing electronic and paper
records.

b, Creation. Before a document is created on an
electronic records system that till maintain the official
file copy, each document must be identified sufficiently to
enable authorised personnel to retrieve, protect, and
dispose of it,

c. Naming Files. Naming electronic files resembles
labeling paper file folders. When naming subdirectories
or ‘ folders,’ use the SSIC number and any logical
combination of alphanumeric characters permitted by the
operating system and descriptive of the series. For
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example, a subdirectory labeled 5240 would show
General Admhdstration and Management files containing
correspondence on industrial methods that are destroyed
after 5 years.

d. Records Management Standards. The foltowing
standards for management of electronic mail messages
records must be met:

(1) Transmission and receipt data must be
preserved for each electronic mail record in order for the
context of the message to be understood.

(2) Electronic mail systems that identify users by
codes or niclmamea or identifies sender and addressee(s)
only by the name of a distribution list shalt include as
part of the record the true identity of sender and
addressee(s) by employee name(s) or position(s).

(3) When using an electronic mail system that
aUows users to request acknowledgements or receipts
showing that a message reached the mailbox or in box of
each addressee, or that an addressee opened the message:

(a) Require acknowledgements or receipts be
used only when the information is important to the
mission as evidence of the transaction of offiaal business.

(b) Preserve acknowledgements and receipts
as part of the record.

(4) Electronic mail systems with the capability to
access external electronic mail systems shall ensure that
records sent or received using tbii capabitit y are
managed the same as other electronic mail records.

(S) Calendars and task tists provided for use by
users of some electronic mail systems may meet the
definition of a record, and shaU be managed accordingly.

(6) Any recordkeeping system (electronic or non-
electrotdc) that inctudes the content of electronic mail
messages must:

(a) Rovide for the grouping of related
records into classifications according to the nature of the
mission the records serve.

(b) Permit easy and timely retrieval of both
individual records md files or other groupings of related
records.

(c) Retain the records in a usable format for
their required retention period as specified in approved
records schedules.

(d) Be accessible by individuals who have a
mission need for information in the system.

(e) Preaeme transmission and receipt data.

(f) permit tmmsfer of permanent records to
the NARA as foltows:

~. Magnetic Tape. Computer magnetic
tape is a fkagile medium, bigbly susceptible to the
generation of error by improper care and handling. To
ensure that permanently valuable information stored on
magnetic tape is preserved, activities should schedule files
for disposition as soon as possible after the tapes are
written. When NARA has determined that a file is
worthy of preservation, the activity should transfer the
file to NARA as soon as it becomes inactive or whenever
the activity cannot provide proper care and handling of
the tapes to guarantee the preservation of the information
they contain. Electronic records shall be transferred to
the NARA either on open reel magnetic tape or on tape
cartridge. Open reel magnetic tape shatl be on one-half
inch 9 track tape reels recorded at 800, 1600, or 6250
bpi. Tape cartridges shall be 18 track 3480 ctass
cartridges recorded at 37,871 bpi. The data shalt be
titten in ASCII or EBCDIC with all extraneous control
characters removed from the data (except record kmgtb
indicators for variable length records, or marks
designating a datum, word, field, block or file), blocked
at not higher than 32,760 bytes per block. The open reel
magnetic tapes or the tape cartridges on which the data
are recorded shaU be ❑ ew or recertified tapes which have
been passed over a tape cleaner before writing and sbaU
be rewound under controUed tension.

~. CD-ROM. Permanent records may
be transferred and accessioned into the National Archives
on CDROM’S provided that they: contain fielded data
files or text files only; meet International Standards
Organisation (lSO) %60 standard; are in American
Standard Code for Information Interchange (ASCII) as
de6ned in Federal Information Processing Standard 1-2
(11/14/84); are not dependent on control characters or
codes which are not defied in the ASCII character set;
are not compressed unless the software to decompress the
files is provided; are individually addressable; and, in
compliance with the documentation requirements listed
below.

~. Documentation. Documentation
adequate for servicing and interpreting electronic records
that have been designated for preservation by NARA
shaU be transferred with them. This documentation shaU
include, but not necessarily be timited to completed
NARA Form 14097, Technical Description for Transfer
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of Electronic Records, or its equivalent. Where it has
been necessary to strip data of its extrmeous control
characters, the codebook specifications defining the data
ek!ments and their values must match the new format of
the data. Guidelines for determining adequate

documentation may be obtained from the Office of
Records Admidstration (M), National Archives and
Records Administration, Washington, DC 20408.

e. Electronic Mail Records Storage

(1) Electronic mail messages that have heen
determined to be records maybe stored only on the
electronic mail system when the electronic mail system
meets the Functional BaseIine Requirements for Records
Management Application Software (available from the
DOD Records Management Task Force, (’703)604-1575).

(2) When electronic mail messages are not stored
on the mail system, users shall receive training on the
procedures for copying or moving records born the mail
system to an approved recordkeeping system. The
provisions of paragraph 6(fl and the DOD Automated
Document Conversion Winter Plan (available from the
DOD Records Management Task Force) shaU also apply.

(3) When electronic mail records are stored in an
offtine electronic format (e.g., optical disk, magnetic
tape) the electronic format must meet the requirements in
this manual.

(4) When a mail record is migrated to another
medium (e.g., paper, microfiche) for storage, related
transmksion and receipt data shaU be included as part of
the record.

f. Electronic mail records may not be destroyed or
otherwise disposed of except under the authority of an
approved records schedule. ‘fEis applies to the original
version of the record that is sent or received on the
electronic mail system and any copies that have been
transferred to a recordkeqing system.

(1) When the necessary steps have been taken to
retain an electronic mail message in a recordkeeping
system, the identical version that remains on the user’s
screa or in the user’s mailbox maY have no continuing
value. Disposition of the version on the electronic mail
system is authorized after the record has been properly
preserved and scheduled in a recordkeeping system along
with all appropriate transmission and receipt data.

system is governedby the approved records schedule(s)
that controls other records in that system. when the
records in that system have not been scheduled, they may
not be destroyed.

(3) When eligible for destruction, the electronic
version of an electronic mail message, should be
destroyed in the same manner prescribed as for other
electronic records.

(2) ‘lMe disposition of electronic mail records that
have been transferred to an appropriate recordkeeping
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PART H

APPLYING RECORDS RETENTION STANDARDS

1. Rexords Retention Standa rd$. Records retention
standards prescribed for naval records are contained in
parts HI, fv and V of this instruction. me authorities
they contain are applicable to the records they describe
and are accumulated by Navy and Marine Corps
activities ashore and afloat throughout the naval
eatablisbment and to individual USN and USNS ships.
Limitations on the use of individual standards are
indicated in the description of the records. The records
retention standards are the basis for the establishment of
activities’ records disposal programs. They prescribe
how kmg records are to be kept, whether short-term or
long-term, and provide authority for:

a. The Preserv ation of Records DescrI“bed in Parts
HI, Ivan d V of thii InstructI“onas Permanent. Identify
and mark these records for preservation and transfer to
the appropriate Federal Records Center @RC).
Eventually the records wiU be offered to the National
Archives and Records Admin&ration (NARA).

b. The Periodic - ction of Temoorfilv Valuable
Records. ReteDtioD periods for these records are
expressed either in terms of time or the occurrence of a
particular event or action. Temporary records are to be
held by the naval activity or an FRC for the prescribed
retention period and then destroyed.

c. ADIWtU“sinRRecords to Determine Retention

~~L. Liaison for appraisal of records to determine
retention standards is CNO (N09B35) for Navy records
and CMC (ARAE) for Marine Corps records. h
appraising records to determine their current retention
standards, 5rst determine which records have research,
legal, historical, or scienti5c values that are worthy of
preservation. me remainin g records then are temporary
records. Appraise these to determine how long they wiU
be needed in the conduct of the DON’s business before
they can be destroyed. Naval/Marine Corps records
appraised as “permanent n are few in volume, but these
records are vital. They protect Navy and Marine Corps
intereata and document significant experiences. While
there are some exceptions, most “permanent” records are
at the departmental or fleet command level, i.e.,
departmental offices, systems commands, flag commands
of the operating forces, and research activities. This is
logical since these activities formulate and prescribe
policies and procedures to be carried out by other
organisations. Included among records designated for
permanent retention are the primary program files of
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uniqu~type activities that may be valuable for historical
or research purpmes. Also included are primary

Pro8r~ r~ords of ~ of several similar activities
retained as a sample of the functions performed.
Permanent 51es are designated in this instruction under
the SSIC subject heading pertaining to the activity or
organisation’s primary function or mission.

d. Local HiStoCiCidRecords. Records briefly
smnmarising the history of an activity wnethea may
have continuing value to the local activity, but may not
have permanent value to the DON as a whole. Whether
or not an activit y’s program file is designated specifically
ss permanent in pS1’tSm, ~ and V of this illShlCtiOD,
these few historical documents may be appropriate for
long term retention on site by the individual activity
provided the commanding officer approves.
Furthermore, if such records are designated as
permanent in parts HI, IV and V of this instruction md
are over 30 years old, they must be transferred to
NARA.

e. Establishhw Retention Standard$. Standards are
developed based on: (1) recommendations of
headquarters activities that sponsor the SSIC under
which the records or files are identified; and (2) general
government-wide standards pertinent to NavaUMarine
Corps records. They may also be initiated by CNO

(N09B3S) or CMC (ARAE) who then obtain the
comments and/or concurrences of cognisant activities and
other Commanda concemti. Tbe concurrence of other
government agenaes is obtained where appropriate or
required. CNO (N09B3S) submits proposed retention
standards to the Archivist of the United States for 5nal
approval. The approved retention standards are then
issued by the Secretary of the Navy in parts 111, IV and
V of this instruction.

f. HOWStand ards are Coded. Records retention
standards are numbered according to SECNAVINST
521O,11D (the Department of the Navy File Maintenance
lhmdures and SSIC). They are divided into 13 chapters
and arranged under the same 13 major subject headings
provided by the SSIC Manual. Each chapter is
segmented within 13 major classification series to
primary, secondary, and tertiary levels, as needed. The
appropriate retention autborit y for records wiU be found
under the same subject classification number used for
51ing documents and for numbering instructions, notices,
messages, reports, and forms. This interlining of file
maintenance and disposal cadea makes it easier to locate
and properly apply the applicable retention standards.
AU disposal authorities for military personnel records, for
example, are coded under the 1000-1999 series of the
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SSIC Manual. Msposal guidmce for these records is
found under the 1000-1999 series in chapter 1, part III,
of this instruction. AU disposal guidance for

. .
ati the records is found under the 5000 series in
chapter 5, part HI, of this instruction. For a more
specific example: SECNAVINST 5214.2B (NOTAL) is the
directive that requires activities to establish a Reporta
Management Program and prepare Reports Analysis
Data Forma (OPNAV 5214/10) Report Control Symbol
(OPNAV 5214-1). ‘fhe SSIC for “repotts management”
is 5214. Any correspondence created in this area would
_ the 5214 SSIC. Disposal authority for “Reports
ManagementN is found in paragraph 5214, chapter 5,
part III, of this instruction. For easy reference, alt
S!IIC’s with disposal authority are listed in appendix I of
this manual.

g. How Records are Described. In most instances,
records are described in general terms. This general
grouping allows for minor differences in terminology or
for the local character of the records. It also makes
disposal instructions fit most naval activity records.

h. How Standards are Use d. Many retention
standards are broad and local file series will not exactly
match the general retention standards specified in parts
111, IV and V of this instruction; i.e., records need not
always be identical to those described in the general
retention standards prescribed in this instruction, but the
records must:

(1) be similar in nature;

(2) document the same or essentially the same
information; or

(3) perform tbe same or similar purpose.

Moreover, the retention periods contained in parts III,
IV and V of this instruction will not be exceeded. They
should not be stretched to cover other significant records.
While most standards for naval records are broad, some
are narrower in scope and more specific. Be careful not
to apply the broader standards to several individual
records when separate and more specific standards are
prescribed. Supporting documents and other closely
related papers may be disposed of on the basis of disposal
authority selected for the basic documents when specific
disposition authorities are not provided.

2. Deviations from Retention Standards . If unforeseen
circumattuma make it necessary to retain records longer
than prescribed in this instruction, advise CNO
(N09B3$, or CMC (ARAE) for Marine Corps activities,

via the admhdstrative chain of command, giving the
reasons and requesting an extension of the retention
period. If it appears the extension should be applied
Navy/Marine corps-wide, recommend a change in
retention standards for those particular records. It is
unlawful to dispose of records before expiration of the
retention period.

3. Exceptions to Standards when Litigation,
Investigations. and EXCeDtiODSare Pending, Regardkaa
of the retention standards established by this instruction,
records pertaining to: (a) unsettled cbdms for or against
the Government; (b) current or pending litigation; (c)
incomplete inveatigation$ or (d) exceptions taken by the
General Accounting OHice or intemal auditors will not
be destroyed, but retained, until the litigation is settled,
the investigation is comDleted. or the excefion is cleared.

Segregate and retain records directly pertinent to the
litigation, investigation, or exception until all actions are
completed. The remainder of the file may be disposed of
as scheduled.

4. Establisbing New or Revised Standards, Alt groups of
naval records should be covered by the retention
standards in this instruction; bowever, any records not
covered cannot be destroyed and must be treated as
“unschedu 1~ records. N If a category of records k fo~d

for which a retention standard is not provided, or if a
change to a present standard is needed, recommend the
new or revised retention standard to CNO (N09B35), or
to CMC MIME) for Marine Corps activities, via the
administrative chain of command. Recommendations
should not be submitted for nonrecord materiafi this
material is disposable at the discretion of the
commanding officer after its nonrecord status has been
determined. (See appendix F, paragraph 69, for
definition of non record material.) As a rule,
recommendations for slight reductions in retention
standards, such as from 1 year to 6 months, should w
be made. The benefits do not justify the paperwork.
Retention periods of leas than 1 year should be
recommended only for bulky, rapidly accumulating file
series. When recommendations for retention periods of
less thm a year are made, they should be fully justified.
Include the file volume, annual growth rate and
aasurance that the short period is realistic and actually
wiU be applied.

a. Submission of DisDosal Standards.
Recommendations for new or revised standards should be
submitted on a Standard Form 115 and contain the
following information:

(1), The name of the activity, types of activities or
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other organiastional units accumulating the records.

(2) A brief deacsiption of the records series. This
shoukl include information regarding the use and
purpose of the records, anY requiring instructions, and
type of records, i.e., reports, correspondence, charts,
magnetic tapes, computer listings, punched cards, etc.;
SECNAVfNST 5212.5D.

(3) A retention paragraph stating how long the
records should be kept. (For example: Destroy when 2
yelUS old.)

(4) A standard transfer period:

(a) When the proposed retention period is
more than 1 year, include m FRC transfw date after tbe
records have served their refemmce value.

(b) When the proposed retention period is
permanent, include a transfer date to an FRC and an
offer date when the records can be transferred to NARA
legal custody. Normally NARA accessions permanent
records wheu 20-2S years old. However, permanent
machine readable records should be transfemed as soon
as possible.

(c) When the proposed retention period is 1
year or less, transfer to an FRC is not necessary.
Records should undergo periodic file breaks and be
retired to locnl, in-house storage areas.

(5) Justification for proposed retention period.
This is particularly important when the records are
recommended for permanent retention or if it appears
those recommended for early destruction may have
continuing or permanent adminktrative, legal, research,
or historical value. Indicate local administrative needs
for the records as well as known requirements of others.
LM the uses made of the records, by whom, and how
often. Where relevant, cite any governing statute or
regulation &e., Oftice of Personnel Management or
Occupational Safety and Health Administration
regulation or Comptroller General decision).

(6) Known duplication, including the location of
other copies and the existence of related records or
information and their use.

(’7) A representative sample when establishment of
a new retention period for temporary records is
recommended. Any samples of forms must be filled in.

n~w-, discontinued records.

(9) Annual cubic foot accumulation and
accumulation to date for records recommended for
permanent retention. If machine readable records, give
the number of reels.

(10) Description and retention period for each
medium used to create records (i.e., paper, microfihn,
computer tape, etc.).

5. Resoonsa“bilitv for ADDIViIMZstandards . Each Navy
activity will program its records, regardless of media, for
orderly retention and disposal following the standards
and procedures prescribed in this instruction. Effective

Pm amming requires:

a. Designation of specific or general authorit y for
administering and applying records disposal standards
within the activity. The overall centralized control of
each activity’s disposal program is desirable even though
file maintenance may be decentralized. In a huge
activity, however, responsibility may be delegated to
specific organizational units of the activity provided an
individual within that organisational unit is made
responsible for file maintenance and disposal.

b. Determination of the disposal instructions applied
to each record series the activity accumulates, based on
the standards contained in parts HI, IV and V of this
instruction and on a local records inventory.

c. Local posting of disposal control instructions by
phtcing pertinent disposal instructions on file folders, disk
folder, reel canister, file drawers, or cabinets, as
appropriate (see paragraph 6, step 4). Publication of
local schedules or records listings is not required or
necessary.

d. An annual inspection and review of local disposal
procedures and of the activity’s records to ensure that:

(1) records disposal md retention procedures are
current, adequate, understood, and applied regularly and
effectively; and

(2) proper retention standards have been applied
to all records accumulated.

6. Armhin E Standards tiltially. ‘the foUowing steps are
recommended for initiaUy establishing disposal programs
or applying this instruction:

(8) Vohnne and inclusive time periuds of
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a. ~. fnventory all records, including machine
readable, accumulated by each organisational unit to be
covered. From this inventory you will be able to prepare
a concise description of each series; determine file
arran&ment, use, VOhlme, and kxation; and match encb
record series with the appropriate retention standard in
this instruction.

b. &@. Analyze inventory data and records series
to determkm

(1) the proper retention standard applicable to
each;

(2) material is properly categorised as nonrecord

(see amemlix F, item 69) and designated for destruction
when its purpose has been served; and

(3) any records that are not covered by the
retention standards.

Use the index to this instruction for this appraisal
process, but also consider cnrefidly the purpose and
fimction of each record series and the scope of the
disposal authority contained in this instruction. Give
special attention to general correspondence files; they
frequently consist of more than one record series. Each
SSIC in the general correspondence files should be
reviewed to determine my SSICa that may comprise
distinct record series. Housekeeping and administrative
operations records, for example, should be identified,
retired, and destroyed as a separate series; they should
not be treated the same as more important policy and
program fib%

c. -. E~b~ SPSCMCcutoff and retirement
periods for each record series. Offers of permanent
records to NARA on a SF 258 will be made via the
addnistrative chain of command to CNO (N09B3S).

d. Sk@. Prepare disposal control guidance for each
record series (based on information gathered in previous
steps) and past on file cabinets, drawers, guides, or
folders, as appropriate. Include the fotlowing
information in abbreviated form:

(1) SSIC and title;

(2) specific cutoff dates, and, if applicable,
transfer dates;

(3) retention period or disposal date; and

(4) paragraph number &mu parts 111, IV and V
containing authority for the retention period being
applied.

Accomplishment of this step notifies file personnel and
others of disposal actions to be applied to each records
series. It eliminates the need for preparation and
issuance of local records disposal schedules or
hlstIIICtiOllSContaining detailed diSpOSalinformation for
individual record series,

e. -. Take action immediately to apply dispmal
instructions to eligible records.

(1) Dedroy records which have expired retention
periods. Consult the local representative of the NARA
vobune to be destroyed is sufficient to justify recycling.

(2) Retire inactive records to be destroyed locally
to local storage area. Include short-term temporary
records eligible for destruction in the near fhture.

(3) Transfer long-term records not eligible for
destruction in the near future to the appropriate FRC if
authorized to do so in parts HI, IV and V of this
instruction.

f, -. Appraise any records that are not cavered
by authorized disposal instructions. Develop a disposition
schedule and submit it through the admbistr ative chain
of command to CNO (N09B35), or to the CMC (MAE)
for Marine Corps activities on an SF 115. Procedures
for submitting proposed changes to record retention
standards are contained in paragraph 4, part H.

8. W. Schedule DiSPOSIlACtiOW 00WYOU
eatablisb a local records disposal program, plan for
future records disposal on a regular, periodic basis-
preferably annuaUy at the end of the calendar year.
WMdn 1 month from the file break date, destroy, retain,
or transfer aU eligible files (less FwI Year files).
Records can be eligible for destruction every day;
however, it is not practical to destroy or transfer records
too frequently or in very small quantities. Maintain
fiscal files on a fiscal year basis and dispose of at the end
of the fiscal rather than the calendar year. They may
also be held for an additional 3 months and disposed of
with other eligible records at the end of the calendar
year.

h. -. Keep Local Guidance Current. Determine
retention standards for new files as soon as they are
established. Create new file labels and revise local
records disposal guidance promptly as changes occur.
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L S@.% Make annual reviews of disposal
procedures. Take follow-up action as necessary,

j. SQIU?.~P StiticS on Volme of Records
Held. Maintenance of statistics on volume (cubic feet) of
records held in both office space and local storage areas
serves as a check on the effectiveness of the local records
disposal programs. Whenever there is an increase in the
volume of a records series on board, immediately
determine the reason for the increase. If the increase is
due to non-compliance with disposal instructions, take
remedial action,
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CHAIW3R 1

MILITARY PERSONNEL RECORDS

1000-1999

THE RECORDS DESCRIBED IN THIS CHAPTER
PERTAIN TO THE SUPERVISION AND
ADMINISTRATION OF MILITARY PERSONNEL AND
MILITARY PERSONNEL AFFAIRS, INCLUDING THE
RECRUITING, CLASSIFICATION, ASSIGNMENT,
PROMOTION, TRAINING, PERFORMANCE, AND
DISCIPLINE OF PERSONNEL; CHAPLAIN’S
ACTIVITIES; RETIREMENT AND SEPARATION
ACTIVITIES; AND MORALE AND PERSONAL
AFFAIRS FUNCTIONS.

RETENTION PERIODS PRESCRIBED IN THIS
CHAPTER ARE APPLICABLE TO MILITARY
PERSONNEL RECORDS OF NAVY AND MARINE
CORPS ACTIVITIES AND OFFICES THROUGHO~
THE DEPARTMENT OF THE NAVY (DON).

fxsIc 1000-1099

GENERAL MILITARY PERSONNEL RECORI)S

GENERAL MILITARY PERSONNE1. (INCLUDE
MARINE CORPS STANDARD OPERATING
PROCEDURES (SOP’S) RECORD$

1. MILITARY PERSONNEL PRIMARY PROGRAM
CORRESPONDENCE RECORDS RELATING TO TIIE
DEVELOPMENT, IMPLEMENTATION,
INTERPRETATION AND OVERALL
ADMINISTRATION OF NAVY AND MARINE
CORPS-WIDE POLICIES, PROCEDURES AND
PROGRAMS PERTAINING TO MILITARY
PERSONNEL MATTERS. THESE RECORDS ARE
ACCUMULATED ~ IN OFFICES RESPONSIBLE
FOR THE ESTABLISHMENT AND/OR
ADMINISTRATION OF NAVY AND MARINE
CORPS-WIDE PERSONNEL POLICIES AND
PROGRAMS, SUCH AS: THE OFFICE OF THE
SECRETARY, THE CHIEF OF NAVAL OPERATIONS,
THE COMMANDANT OF THE MARINE CORPS, TILE
BUREAU OF NAVAL PERSONNEL, THE NAVY
RECRUITING COMMAND, THE CHIEF OF NAVAL
PERSONNEL, THE CHIEF OF NAVAL EDUCATION
AND TRAINING mm THE NAVAL RESERVE FORCE
(FO-RLY CHIEF OF NAVAL RESERVE).
RECORDS RELATE TO SUCH MATTERS AS:

a. Navv and Marine Corm-wide DO~CieSand
procedures governin~ the operations of Navy Personnel
Boards and Councils, including the Board for the
Correction of Naval Records and Officer Promotion and
Selection Boards.

b. Navv and Marine corm-wide Dolicies and
procedures uovernin~ the chissitication, assimment,
promotion and distribution of off]cer and enlisted
personnel.

c. Navv-wide ~olicies and Procedures established by
Commander, Naval Reserve Force (COMNAVRESFOR)
governing the administration of Naval Reserve m-ocrams
nnd Marine Corm-wide ~olicies and procedures
established bv the Commanding General, Marine Reserve
Forces (CG MARRESFOR) szovernin~ the administration
of the Marine Corm Reserve rmojmams.

d. Navv and Marine Corm-wide nolicies governing
the wearing of Naval and Marine Corm ac cessories.

e. Navv and Mm-he Corm-wide Dolicies and
procedures ~overniml career DlanninQ Dromams and
efforts aimed at the retention of Dersonnel.

f, Recruiting efforts, including the establishment of
guftntitative and qualitative recruiting goals. statistical
data in consolidated or sommarv form concerning
recruiting and the devehmment of marketing striiteQies3
advertising swomams. and other asoects of recruiting
canmaifms.

g. Training and education m-o~ran~s, including
recruit traininiz. officer candidate training, m]clear Dower
jraining. the aviation cadet Dromam and other tis~ects of
naval aviation training.

h. Navv and Marine Corm-wide policies iu]d
procedures relatinp to l>erfornmnce and conduct,
includin~ the ~olicies governing the oDeration of nlaces of
confinement.

i. Navv and Marine corm-wide DOlicies uml
procedures ~overnimz the mantin~ of awards and
decorations.

j. Navy and Marine corms-wide r)olicies Qoverning
the establishment and oDeration of morale and ~ersonll
ttffoirs activities and ~rograms. including chadains and
relit!ious affairs matters. and deDendent and survivor
entitlements.
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k. Other Navv and Marine Corm-wide Dolicies,
prorzrms and Drocedures in the militarv r)ersonnel area.

Permanent. Cut off annually. Transfer to
Washington National Records Center (WNRC) when
4 years old. Transfer to National Archives when 30
years old.

2. MILITARY PERSONNEL GENERAL
CORRESPONDENCE. RECORDS ACCUMULATED IN
CONNECTION WITH THE ROUTINE, DAY-TO-DAY,
ADMINISTRATION AND OPERATION OF NAVY AND
MARINE CORPS MILITARY PERSONNEL
PROGRAMS. THESE RECORDS ACCUMULATE
PRIMARILY AT OPERATING PERSONNEL OFFICES
RESPONSIBLE FOR IMPLEMENTING AND
ADMINISTERING POLICIES AND PROGRAMS
ESTABLISHED BY HIGHER ECHELON OFFICES,
BUT THEY ALSO MAY BE ACCUMULATED BY
HIG1B3R ECHELON OFFICES RESPONSIBLE FOR
NAVY AND MARINE CORPS-WIDE POLICIES AND
PROGRAMS IN CONNECTION WITH THEIR
ROUTINE, DAY-TO-DAY OPERATIONS (AS
OPPOSED TO THEIR ACTIVITIES COVERED BY
SSIC 1000.1). THESE RECORDS INCLUDE:

a. ~orresr)ondence relatinsz to Dersonnel actions
involving stsecific individuals (exces)t for files relating to
precedent and/or hiszhlv significant actions. accumulated
bv hieher echelon offrces responsible for Navv and
Marine Corms-wide Dolicies which should be filed under
SSIC 1000,1).

b. Routine reauests for information concerning Navy
and Marine Corm Dersonnel Dolicies that do not involve
Jhe establishment or revision of Do~cy.

c. Colmnents on directives. studies, res)orts, and
@her issuances accumulate d bv offices not responsible for
fheir DreDaration.

d. Issuances DreDared bv lower echelon offices which
merelv transmit or adant for local conditions rsolicies and
procedures established bv hkher level of!lces and related
background DaDers.

e. CoDies reta ined bv rrrer)aring offrces of remmts
submitted to higher echelon offices, with related feeder
material and backmound DaDer&

f. Records relatims to anv other asr)ects of military
personnel administration exclusive of records amwooriate
for filing under wsramaDh 1000.1.

Destroy according to SSICS for specific general
correspondence files included in this chapter. For
general correspondence not covered by another SSIC,
apply the following: Destroy when 2 years old, or
purpose is served, whichever is earlier.

3. CORRESPONDENCE WITH INDIVIDUALS, THIRD
PARTIES, PRIVATE ASSOCIATIONS OR OTIBZR
ACTIVITIES OR AGENCIES. Correspondence
concerning military personnel matters (less
correspondence filed in service records or in ofl]cial
military personnel files) normally filed by subject,

a. Navv Activities.

Destroy when 2 years old.

b. Marine Corm Field Activities.

Destroy when 2 yeiirs old.

4. DEPARTMENT OF THE NAVY MILITARY
PERSONNEL BOARDS AND COUNCILS RECORDS.

a. Boards Remn-ts. Record of proceedings of
officers or non-commissioned officers selection boards
and reserve oftlcers disposition hoards.

ApPly SSIC 1420.2.

b. General Correspondence Files. Files relating to
precepts, administrative regulations, procedures i~nd
standards, reports, correspondence, minutes of meetings,
docket books, and orgimizational papers dealing with
policies of boards and councils.

Destroy when 2 years old.

c. Correspondence with Individuals. Jnttirested
Parties. Activities, and organizations. Files concerned
with matters under board’s or council’sjurisdiction,
cases in process or being considered, or requests for
information relating to general policies and procedures of
the board or council.

Destroy when 2 years old.

d. Transmittals. Forms or other correspondence
used to transmit petitions and cases to other boilrds,
councils, departmentid bureaus and of!lces, or other
agencies having jurisdiction.

Destroy when 2 years old.
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e. Board for Correction of Nmmt Records (BCNFQ
j+ndMarine Corm Performance Evaluation Case F]les.
Files consisting of all papers relating to each individual
case.

(1) Applications for correction of naval records,
notices of waiver, instruction sheets, copies of bored
briefs and recommendations, transcripts of proceedings,
and certitled copies of vouchers used in payment of
clahus and correspondencewith petitioners, navnl
activities, veterans organisations, membersof Congress,
and others relating to disposition of the case and to aII
material removed from petitioner’s record after
approval.

(a) Original documents.

Cut off when 3 years old or when case is closed,
whicbeveris later. Transfer to Federal Records
Center (FRC)3 years after case is closed. Destroy
when 40 years old or when mititary personnel service
record is destroy ed, whichever is earlier.

(b) Copies of documents.

Destroy when no longer needed.

(2) Docket cards of cases processed by the board.

Destroy when no longer needed.

f. Officer Selection Promotion Itoard Records. Files
consisting of correspondence and other records
accumulated by naval examining boards rehsting to
recommendationsor actions regarding officer
promotions, suspension of promotions, re-examinations,
submission of additional information, redetermination of
qualifications for promotion of candidates who hiive
failed in one or more subjects before a supervisory
examining board, or whose records show nmtter adverse
to promotion qualifications and other similar matter.

Destroy when 4 years old.

g. Itoard of Review, Discharges.and Dismissal
Of?lcial Case Files.

(1) All papers relating to each individual case,
including review ofdischarges, applications for review of
discharge and separations from the armed services;
copies of discharge certificates; correspondence with
naval ties, petitioners, veterans organizations,
congressmen, andother interested parties; and other
records relating to the progress and disposition of the
case.

Transfer to FRCwhen caseis closed. Destroy15
years after case is closed.

(2) Docket cards and en bloc recommendiltions
madebytheBoardand approved by Secretary of the
Navy (SECNAV) (official original document only).

Destroy when no longer needed.

h. Naval Clenlenc yandl%rol eBoardRecords.

(1) Ofllcial Board case files composed of briefs and
relevant disciplinary, medical, and sociologicill histories
of appeliant seeking clemency; proceedhgsand decisions
of the Board; medical-psychological evaluation reports;
civilian background reports; correspondence with naval
activities, membersof Congress, and others concerned
with the case. (No indices involved.)

Cut offandtriulsfe rtoFRC 1 year after dischargeof
individual from the naval service. Destroy 25 Yeiirs
after cut-off.

(2) En bloc recommendations made by the Board
and approved by SEt2NAV (ofticinl original docoment
only).

Destroy when no longer needed.

i. Individual Service Review Board (lSRll)
Proceeding Records.

(1) Files contain the individual civilims/contrilctor
personnel’s application for discharge, supporting
documentation, copies of correspondencebetween the
individual and the lSRB and otber correspondence
leading to determination of active duty-type dischiirge for
civilian/contractor personnelunderthe provisions of
PubticLaw95-202. (tkclude clocumentstbat must be
filed in the Official illilitary Personnel Folder.)

Destroy 2yearsafter deternsination ismnde. (NCl-
NU-85-1)

(2) Civitian/contractor personnel service review
cards are control cards showing determinations of active
duty-type discharges for civilian/contractor personnel
onderthe provisions of Public Law 95-202. These cards
are maintainedat the Ilureauo fNnvalPersounel
(BUI’ERS), andcover the following groups: (a) Civilian
employ eesof Pacific Naval Air Bases who actively
participated in the defense of Wake Island during World
War II, ($) Wake lslanddefender sfronlGoam,tln d(c)
others as determined.
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Permanent. Transfer to NARA 30 years after service
credit determination is made.

5. GENERAL CORRESPONDENCE FILES. Reports
and other records relating to military personnel,
operation, and administration of military personnel
matters including classification, assignment and
distribution, promotion and advancement, training and
education, morale, welfare, and personal affairs which
are related to shipboard supervision and administration
of military personnel and military personnel matters.

Destroy when 2 years old.

6. INTERNAL REPORTS AND CONTROLS. Files
such as check-lists, tabulations, reports, local controls,
and Simili]r records.

Destroy when 1 year old.

5. NAVAL RESERVE FIELD REPORTING SYSTEM
(IUMFIWI’)DOCUMENTS. Naval reserve unit diaries
and Naval Reserve Drill Reporting Form for both officers
and enlisted personnel in pay and non-pay status utilizing
a credit-card reporting system. (Quarterly Naval Reserve
Drill Reports (such as NAVPERS 1259) were cauceied by
implementation of the Reserve Unit Personnel and
Performance Report (RUPPERT) in 1957. The
RUPPERT system was operational through 31 January
1978. It was replaced by RESFIRST which incorporates
the use of optical character recognition (OCR) diary as a
reporting document to report events and occurrences,
personnel actions, and data relative to individuals
attached to a reporting unit of the naval reserve.)

a. OCR Credit Card Drill Chits.
Destroy when no longer needed.

(1) Original paper copy.

Retained by the reservist.
RESERVE POLICIES ANI) PROGRAMS RECORDS

(2) Copy retained by the unit.
1. PRIMARY PROGRAM RECORDS OF NAVAL
RESERVE HEADQUARTERS. That portion of the
COMNAVRESFOR files that relates to the overall
administration and significant accomplishments of
military reserve personnel programs including planning,
disciplinary, and education training programs.

Permanent. Transfer to FRC, 4900 Hemphill St.,
Fort Worth, TX 76115, when 4 years old. Transfer
to NARA when 20 years old,

2. GENERAL CORRESPONDENCE FILES. Records
relating to naval reserve personnel matters.

Apply SSIC 1000.2.

3. PAY AND NON-PAY NAVAL RESERVE
ORGANIZATION FILES. Correspondence, reports, and
related papers regarding the local administration and
operation of the unit. Include organization’s
correspondence with COMNAVRESFOR and Naval
Reserve Readiness Commands, copies of correspondence
with departmental bureaus and offices, intra-
organizational memoranda; personnel allowances; brigade
schedules; and other similar material,

Destroy when 90 days old or when no longer needed,
whichever is later.

(3) Copy provided to Notional Personnel Records
Center (NPRC).

Scan with automatic data processing record built for
submission to the Naval Reserve Drill Pay System at
Defense Finance and Accounting Service (DFAS),
Cleveland, 011. Nlicrofilm using index provided by
DFAS. Destroy after microfilm is verified for
accuracy and completeness to permit retention and
retrieval of this information for 56 years.

b. Microfilmed Cor)ies of All Diaries and Drill Chits
Retained by NPRC.

Destroy when 56 years old.

c. Magnetic Tisues and Micro-sDool COIIies of
RESFIIMT Diaries and Drill chits Received and
Processed by Naval Reserve Personnel Center.

Forward monthly to DFAS CL. DFAS CL will apply
SSIC 7220.1.

Destroy when 2 years old.
6. NAVAL RESERVE DATA CARDS.

4. CORRESPONDENCE WITH INDIVIDUALS. Files
relating to the naval reserve. Transfer to nearest FRC when 5 years old. Destroy

when 56 years old.
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7, NAVAL RESERVE OFFICER AND ENLISTED
STRENGTH REPORTS.

8.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

NAVAL RESERVE TRAINING RECORDS.

Apply SSIC 1500.

SSIQQIQ

INSPECTIONS RECORDS

1. INSPECTION REPORTS. Files, other
correspondence, and documents concerning rootine
military personnel inspections.

Destroy when 2 years old.

2, DORMITORY OR BARRACKS INSPECTION AND
MAINTENANCE REPORTS

Destroy when 6 months old.

3. OTHER INSPECTION AND SURVEY RECORDS.
Files including those relating to administrative inspections
and on-site surveys.

Destroy when 3 years old.

SMQQ!l

UNIFORMS RECORDS

1. UNIFORM CORRESPONDENCE FILES.

a. Primary Promam Correspondence, Establishing

w.

2.

Apply SSIC 1000.1.

b. General. or All Other Corres~ondence.

Destroy when 2 years old or purpose is served,
whichever is earlier.

HISTORICAL COLLECTIONS. (To be nublished at
a later date.)

SSIC 1040

RETENTION/CAREER PLANNING RECORDS
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1. PRIMARY PROGRAM RECORDS. Files used to
document plans, policies, programs, and procedures
relating to retention/career planning.

Apply SSIC 1000.1.

2, GENERAL CORRESPONDENCE FILES. Files
created by oftIces and activities concerned with
retention/career planning which relate to routine internal
operations and administration.

Apply SSIC 1000.2.

3. SUPPORT DOCUMENTATION (USMC). Records in
support of studies of retention trends, retention
statistics, action-dated card files, recommendations, and
retention advertising.

Destroy when 1 year old. (N1-NU-92-3)

LEAVE AND LIBERTY RECORDS

1. ORIGINAL LEAVE AUTHORIZATIONS (PART 3).
Filed in member’s service record at local activity.
(Disposition instructions for parts 1, 2, 4, and 5 of
NAVCOMPT 3065 are contained in PAYPERSMAN,
Pilrt 1, Chapter 3, Section B.)

Destroy when 6 months old.

2. MARINE CORPS REPORTS OF DRILLS AND
ATTENDANCE.

Destroy when 3 years old.

3. REPORTS OF DESERTION. Files such as
declaration message and DD 553 (Absentee Wanted by
the Armed Services). (Exclude copies used for other
purposes.)

Destroy when 2 years old or when member is
apprehended or surrenders, whichever is earlier.

4. MARINE CORPS APPELLATE LEAVE AWAITING
PUNITIVE SEPARATION. (N1-NU-96-6 pending)

a. Involunt arv Anoellat e Leave. Leave for Marines
awaiting the review of a punitive discharge (enlisted) or
dismissal (oftlcers) upon completion of the Convening
Authority’s action.

Destroy when 2 years old.
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b. Vohmtarv Amellate Leave. Leave for Marines
awaiting the convening authority’s review of the adjudged
court-martial findings and sentence which includes a
punitive discharge (enlisted) or dismissal (officers).

Destroy when 2 years old.

c. Punitive Separation. A dismissal, dishonorable
discharge or bad-conduct discharge adjudged as part of a
sentence by a court martial sentence.

Destroy when 2 years old.

SSIC 1070

PERSONNEL RECORDS

1. NAVY MILITARY PERSONNEL RECORDS
MAINTAINED BY BUPERS.

a. Records consist of officer (master microfiche,
numbers 1-6), enfisted (master microfiche, numbers
lE-4E). and officer’s service jacket (P&wvOfficer’s
Miscellaneous Correspondence and Orders Jacket
JNAVPERS 700), OfTicer’s Se!ection Board Jacket
JNAVPERS 701). and Officer’s Fitness ReDorts Jacket
fNAVPERS 996\.

Transfer to Naval Reserve Personnel Center, New
Orleans, LA 701496 months after discharge,
retirement, or death of service member. Naval
Reserve Personnel Center will forward to NPRC
(Mititary Personnel Records), 9700 Page Boulevard,
St. Louis, MO 63132-5000. Transfer to NARA 75
yem-s after separation of service member.

b. Conmnterized individual personnel records of all
mifitarv I]ersonnel in the active Navv, including the
Officer Master File, the Enfisted Master File. and the
Officer Loss File.

Permanent. Transfer reefs and documentation to
National Archives annually. (’N3-24-86-1)

2. NAVY MILITARY SERVICE RECORDS
MAINTAINED AT TIIE UNIT TO WHICII THE
MEMBER IS ATTACUED. Consists of Officer Service
Records (NAVPERS 1070/66 and Enlisted Service
Records (NAVPERS 1070/600).

Process officer and enfisted service records following
NAVMILPERSMAN 5030141 and 5030140.

3. MARINE CORPS (MARCORPS) OFFICIAL
MILITARY PERSONNEL FILE (OMPF). These records
for officers and enlisted personnel are maintained at
Headquarters, Marine Corps (IIQMC). Each file
contains pertinent history of the Marine from time of
entry into service until final separation. The OMI’F can
be paper or microfiche or a combiniltion of both (mixed
mode).

Combine with the Oftlcer Quafitlcation Record;
Service Record Book, as appropriate, and dental and
medical records. Transfer 6 months after separation
as follows: The NPRC will retain these records for
75 years at which time MARCORPS will be afforded
the option of retaining custody of these records.

a. (1-izinal Microfiche Record.

NPRC, 111 Whnebago St., St. Louis, MO 63118.

b. Diazo Microfiche COIN and the Mixed Mode
Record.

NPRC, 9700 Page Bfvd., St. Louis, MO 63132.

4. MARINE CORPS OFFICER QUALIFICATION
RECORD (OQR) AND MARINE CORPS ENLISTED
SERVICE RECORD BOOK (SRB). These records are
maintained by command to which the Marine is attached.
They consist of a culnuliltive and concise snnnnory of
basic events of the officer or enlisted Marine’s career
from time of acceptance of appointment or enlistment to
time of separation.

Forward to lIQMC when the Marine is sepiu.ated
from service or its otherwise directed by
MARCORPS instructions. (IIQMC will i\pply SSIC
1070.3.)

5. TEMPORARY (LOCAL) PERSONNEL FILES.

a. Tems)orarv Command Files. Individoid files,
alphabetical by name, estilbfisbed in accordance with
NAVMILI’ERSMAN 5030180 by commanding olficers of
selected reserve units and COMNAVRESFOR for
personnel assigned to them.

Destroy when tbe service member transfers to
another unit, is ordered to ilctive duty, or is detached
from the unit or the cogniziulce of
COMNAVRESFOR.

b. Other Personnel Files. Individual files,
alphabetical by name, maintained on service members by
activities to which they are attached.
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Destroy when personnel are transferred, separated,
or when tiles are no longer needed, whichever is
emfier.

6. RECEIPTS FOR SERVICE, HEALTH, PAY, OR
SIMILAR RECORDS. Consists of receipts, cover letters,
or other forms verifying the transmittal of records
maintained by preparing units.

a. Navy Activities.

Destroy when 6 months old or upon
acknowledgement of receipt, whichever is earlier.

b. Marine Corm Activities.

Destroy when 1 year old.

7. PERSONNEL ROSTERS, LISTINGS, CARDS,
INDEXES, AND OTMER SIMILAR RECORDS OF
PERSONNEL ON BOARD MAINTAINED BY
PREPARING UNIT.

Destroy when superseded or obsolete.

8. RECORDS OF ROOM AND MEAL ASSIGNMENTS.
Files include billeting slips or logs or other similar or
related records maintained by preparing units.

Destroy when 6 months old.

9. RATION REPORTS. Files such as commuted rtitions
reports or lists, requests to receive commuted rsrtions,
and daily rntion memoranda maintained by preprwing
units.

Destroy when 6 months old.

10. SUBSISTENCE AND QUARTERS REPORTS AND
AUTIIORIZATIONS. Files maintained by preparing and
authorizing units.

a. ReDortt.

Destroy when 2 years old.

b. Authorizations.

Destroy 1 year after termination of authorization.

11. LOCAL DAILY PERSONNEL DIARIES OR
REPORTS. Attendance, drill, or muster reports,
morning reports, or similar entries maintained by onit
preparing reports. (Exclude personnel accounting
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records covered in SSIC 1080 and MARCORPS drill
reports covered in SSIC 1001 J

Destroy when 3 months old.

12, PHYSICAL FITNESS, STRENGTH, AND
SWIMMING RECORDS. Files maintained by preparing
units.

a. Enlisted Recruits Files.

Destroy when 2 years old.

b. All Other Files.

Destroy when 1 year old.

13. REQUESTS FOR CIIANGES IN
Files maintained by preparing units.

Destroy when 6 months old.

PAY STATUS.

14. MARINE CORPS CERTIFICATION OR ORDERS
TO OPEN, ADJUST, TRANSFER, OR CLOSE
ACCOUNTS. Files maintained by MARCORPS
certifying office or commanding officers.

Destroy when 1 year old or upon disestablishment of
activity, whichever is earlier.

15. CLOTIIING ISSUE RECORDS. Files miiintained
by activities to which Iliiviil personnel are attuched.

a. Reserve Personnel,

Destroy when 2 yeors old.

b. All Other Personnel.

Destroy when purpose is served or when entered in
ofllcial personnel record, whichever is earfier.

16. CLOTIIING MEASUREMENT FILES.
Correspondence nnd other records relating to clothing
measurements used for naval personnel reordering
purposes accumulated only by the Naval Uniform Shop,
Brooklyn, NY.

a. Men’s and Women’s Uniform Orders.

(1) Records of distinguished personnel.

Permanent. Tmnsfer to WNRC when 10 years old.
Trmrsfer to NARA when 20 years old.
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(2) All other records.

Destroy when 5 years old.

b. Try-on lnformationi

Destroy when 6 months old.

17. THE INACTIVE MANPOWER AND PERSONNEL
MANAGEMENT INFORMATION SYSTEM (IMAPMIS)
maintains the official automated personnel records for all
Naval Inactive Reservist, Fleet Reservists and Retired
Personnel. The system’s role is central to all other
Reserve Component application modules which either
pass data to it or receive data from it. In addition,
IMAPMIS provides Navy input to the DOD Reserve
Components Common Personnel Data System (RCCPDS),
it provides vital input to the Naval Reserve Drill Pay
System (NRDPS) at the DFAS, and it provides data to
various reserve decision-making support models.

a. Inactive Officer Master File (1OMF). Carries
entire personnel records for all ofllcers who are Naval
Inactive Reservist, Fleet Reservists and Retired
Personnel.

(1) blaster File.

Permanent. Transfer a copy to NARA annually.
(N1-NU-93-8)

(2) Systems Documentation.

Permanent. Transfer a copy to NARA with master
file transfer. (N1-NU-93-8)

b. Inactive Enlisted Master File (lEMF). Carries
entire personnel records for all enlist ed who are Naval
Inactive Reservist, Fleet Reservists and Retired
Personnel.

(1) blaster File.

Permanent, Transfer a copy to NARA annually.
w1-NU-93-8)

(2) Systems Documentation.

Permanent. Transfer a copy to NARA with master
file transfer. (N1-NU-93-8)

c. Inactive Activity Master File. Carries addres..ees,
titles, onboard strengths, ot%cer and enlisted counts and
allowances. It also carries PERS-MOB Team into, UIC
info, PSA/1’SD info, Ten-Digit Code, Activity Processing

Code, Drills Authorized Major Claimant, REDCOM,
DOD Plan Group info, Reserve Unit Identification Code
Reserve Program Element Code and Reserve Center info.

(1) Master File.

Permanent. Transfer a copy to NARA annually.
(N1-NU-93-8)

(2) Systems l)ocomenta~ion.

Permanent. Transfer a copy to NARA with master
file transfer. (N1-NU-93-8)

SSIC1080

P13RSONNEI>ACCOUNTING RECORDS

1. GENERAL CORRESPONDENCE RECORDS. Files
and related papers pertaining to the operation of
personnel accounting/manpower information functions.
(Exclude primary program fiks covered under SSIC
1000.1.)

Apply SSIC 1000.2.

2. PERSONNEL DIARY REPORTS. Messages used to
report personnel traosiictions to the Commanding
Officer, Enlisted Personnel Management Center
(EPMAC), New Orleans, LA 70159-7900 for active duty
Navy personnel (including reservists on active duty).

a. Cow furnished to the Commanding Ollicer,
Enlisted Personnel Miinaeement Center, New Orleans,

LA 70159-7900.

Destroy when 6 months old.

b. Prepiirhsg Activities or Reporting Unit conies

Destroy when 2 years old or upon disestablishment of
activity, whichever is eilrlkr.

3. Reports produced by Source Datn System (SDS) and
Source Data System Afloat (SDSA) monthly based on
SDS/SDSA events transmitted to BUPERS from activities
with personnel accounting responsibility for active-duty
Navy personnel.

a. Activities Cm)ies.

Destroy when 2 years old or upon disestablishment of
activity, whichever is eartier.
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4. MONTHLY ENLISTED D1STRIBUTION AND
VERIFICATION REPORT (EDVR).

a. Master nlwat ives of the EDVR maintained hy
EPMAC. The EDVR is a statement of an activity’s

personnel account reflecting all individual assignments,
personnel message diary transactions, duty preferences,
security data, temporary additional duty assignments and
the status for billets authorized, Navy manning plan, and
onboard totats for each rating/NEC.

Transfer to WNRC on an annual basis. Destroy
when 75 years old.

Forward to the next senior command for the
duration of retention period noted in paragraph 6(1)
above.

6. DAILY AVAILAJIILITY REPORTS AND ENLISTED
AVAILABILITY CARD. Files used by naval stations to
report available members awaiting further assignment.

Destroy when 6 months old.

7. MANPOWER AUTIIOR1ZATION (OPNAV
1000/2/3). Files received by personnel
accountinghnanpower information installations frons
ItUPERS for data recording purposes.

b, Activitv’s cosw of the ED~,
Destroy when superseded.

Destroy when 2 years old or upon disestablishment of
the activity, whichever is earlier.

c, All other copies.

Destroy when purpose is served.

5. MARINE CORPS UNIT DIARIES (NAVMC 10793).
Chronological sununary of all events happening in a
Marine Corps Unit.

a. Original Microtitmed Unit Diaries and One
Positive Cow.

(1) Silver negative and one diazo copy.

Permanent. The Deputy Chief of Staff for
Manpower (Code MSRB) will transfer to WNRC
after the film has been verified. Transfer to Niitional
Archives in 5-year blocks when most recent record is
25 yeiws old.

(2) Card indexes and related tinding aids.

Permanent. Transfer to National Archives when all
records to which finding aids relate hove been
transferred.

b. Marine Corm Activities.

(1) Signed original unit diary.

(a) Units not deactivated.

Retain for current year plus 2 years, then destroy.

(b) Unit deactivated.

8. MISCELLANEOUS CONTROLS, CUECK
LISTINGS, TABULATIONS, AND REPORTS. Files
prepared for specific local requirements.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

9. OTHER REPORTS. Files together with related
correspondence and papers, prepared by Navy personnel
accountinghnimp ower information installations and by
MARCORPS data processing installations and copies of
reports submitted to BUPERS or Commandant of the
Marine Corps (CMC) and not specifically authorized
elsewhere in this chapter for disposition. Include such
items as oftlcer and enlisted strength reports; naval
reserve reports; compliance reports; transient entisted
personnel reports; enlistment, reenlistment, dkhiwge,
and extension reports. Also, include copies of special
reports prepared for, or at the request of, BUPERS.

a. Naval Activities.

Destroy when 6 months old,

b. Marine Corm Activities’ Recurrine and Non-
recurring Rersorts.

Destroy when 3 months old.

SSIC 11()()-1199

RECRUITING RECORDS

SSIC 1100

GENERAL RECRUITING RECORDS
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1. GENERAL CORRESPONDENCE FILES. Records
relating to the recruiting of officer and enlisted
personnel. Include papers relating to the local
administration of recruiting progranu, including those
concerning the oficers’ aviation program and direct or
service appointments; recruiting reports not specifically
authorized for other deposition; and correspondence with
civilian committees or organizations or with other
activities or offices. (Exclude primary program
correspondence filed under SSIC 1000.1.)

Apply SSIC 1000.2.

2. RECRUITING REPORTS. Copies of reports
submitted to higher authority and not specifically covered
by other authorizations in this manual.

Destroy when 3 years old.

Ss!cJ.m

RECRUITING ADMINISTRATION AND LOGISTICS
RECORDS

1. CORRESPONDENCE AND FORMS. Files relating
to support of the Navy Recruiting Command
(NAVCRUITCOM) mission.

Destroy when 2 years old.

2. COPIES OF ORIGINAL APPOINTM13NTS TO
COMMISS1ONED OFFICER STATUS IN THE
REGULAR AND RESERVE COMPONENTS OF THE
NAVY.

Destroy when 2 years old.

3. CORRESPONDENCE/REPORTS IN SUPPORT OF
THE HOMETOWN AREA RECRUITING PROGRAM
(HARP), OFFICER HOMETOWN AREA RECRUITING
(OHARP), AND SENIOR MINORITY ASSISTANCE
RECRUITING (SEMINAR) PROGRAM,

Destroy when 2 years old. (N1-NU-92-1O)

Sfi!!wu

RECRUITING MANPOWER RECORDS

1. GENERAL CORRESPONDENCE FILES ANt)
SUMMARY RECORDS. Files relating to the day-to-day
development and execution of plans and programs
pertaining to manpower including mimpower change
requests effecting the establishment, disest abolishment,
organization, reorganization, and reallocation of assets of

NAVCRUITCOM. (Exclude primary program
correspondence filed under SSIC 1000.1.)

Apply SSIC 1000.2.

Ss[c 1120

RECRUITING PLANS AND POLICY RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
related to the development of short and long-rimge plans
and policies for officer and enlisted procurement in both
active and reserve programs. Include papers on resource
changes, production monitoring, quota allocation,
management information, automated data processing,
statistical analysis or recruiting datii, recruiting research,
and responses to information requests from higher
authority, other agencies, or units. (Exclude primary
program records found in SSIC 1000.1.)

Apply SSIC 1000.2

2. CASE FILES RELATED TO SPECIFIC SUBJECTS.

Destroy when 5 years old or when no longer needed
for reference, whichever is earlier.

SSIC 1121

RECRUITING POI.lCY RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
relilted to the development and dissemination of’
recruiting poticies to meet Nilvy’s manpower
requirements both in quatity and quantity for officer and
enlisted procurement for the active and reserve
programs. Files include responses to information
requests from higher authority, other agencies, and
correspondence from other recruiting services, the
Military Enlistment Processing Command, and Armed
Forces Examination and Entrance Stations. (Exclude
primary program correspondence filed in SSIC 1000.1.)

Apply SSIC 1000.2.

2. CASE FILES RELATED TO SPECIFIC SUBJECTS.
Delayed Entry Program (DE1’), other service vetertm
recruiting, foreign national recruiting, rating, etc.

Destroy when 5 years old or when no longer needed
for reference, whichever is earlier.

SSIC 1122

RECRUITING RESEARCII RIZCOIU)S
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1. FILES, STUDIES, REPORTS, STATISTICAL
DATA. Files related to reports and studies conducted by
mifitary and civilian research organizations to gain
knowledge of the labor market, trends on target
populations which would be beneficial in developing
effective marketing strategy, and models to meet Navy’s
manpower requirements, Files include responses to
information requests from Klgher authority and other
agencies or units.

administration of recruiting programs, recruiting reports
not specifically authorized for other deposition, and
correspondence with civilian committees or organiziitions
or with other activities or offices.

Destroy when 2 years old.

SSIC 1131

OFFICER RECRUITING RECORDS
Apply SSIC 1000.1.

2. GENERAL CORRESPONDENCE FILES. All other
files including day-to-day responses to information
requests from higher authority and other agencies or
units.

Destroy when 2 years old.

SWUM

RECRUITING PROGRAM ANALYSIS RECORIX

1. FILES CONTAINING HISTORICAL
INFORMATION. Files related to establishment,
maintenssnce, and dk.sesnination of historical and current
recruiting data used in the management of the Navy’s
manpower procurement programs. Files include
responses to information requests from higher authority
and other agencies and units.

a. Files Containing Historical Information. Files
that provide historical data on a year-to-year basis,
stored on computer tape, or contained in paper records.

Apply SS[C 1000.1.

b. All Other Files.

Destroy when 1 year old.

2. ALL OTHER RECRUITING DATA PROCESSING
RECORDS, SUCH AS HARDWARE, SOIWWARE,
CARDS, ETC.

APPly SSIC 5230.

RECRUITING O PERATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the recruiting of ofticer and entisted
personneL Include papers relating to the local

1. CONTROL CARD RECORDS AND SUMh4ARY
RECORD FORMS. Files showing status of applications
and their dipsositions.

Retain on board. Destroy when npptictmt is
commissioned or 5 years after applicmt is rejected,
whichever is earlier.

2. WIT1lDRAWN OR REJECTED APPLICATJONS
FOR COMMISS1ONS. Files include those of individuals
found disqualified by the local recruiting officer and
those forwarded to the Commander, Nnvy Recruiting
Command (COMNAVCRUITCOM) for final action and
rejection, and related correspondence and papers.

a. Birth Certificates, Transcri~ts of Colhwe Credit,
I.etters of Endorsement, and Other Material of’Valne to
the Atmlicant.

Return to the applicant.

b. AH Other Documents.

Destroy after determination is mi]de by
COMNAVCRUITCOM or CMC.

3. CORRESPONDENCE WITII INDIVIDUAL
APPLICANTS FOR COMMISSIONS, PROSPECTIVE
A],l>LICANTS, AND OT1~R ]NTEIWSTEl)

INDIVIDUALS. (Filed alphabetically by nimle.)

Destroy when 2 years old.

4. OFFICER RECRUITMENT STATUS AND
PRODUCTION REPORTS.

Destroy when 6 months old.

SSIC 1132

OFFICER RECALL RECORDS

1. GENERAL CORRESPONDENCE AND FORMS.
Files pertaining to an appticant for recall to extended
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active duty from an officer in the inactive naval reserve;
specific items would include the oftlcer’s Application for
Recall to Extended Active Duty (NAVPERS 1331/5), any
endorsements and/or attachments thereto, the official
Recall Staff Sheet (NAVPERS 1141/5),letters notifying the
appficant of the disposition of his/her reqoest, and a copy
of the orders recalling him/her to active duty.

Destroy when 2 years old.

SsKLuM

ENLISTED RECRUITING RECORDS

1. CORRESPONDENCE WITH INDIVIDUALS
REQUESTING GENERAL INFORMATION
REGARDING ENLISTMENT OR REENLISTMENT IN
THE NAVAL SERVICE. (Filed alphnbeticnlly by name.)

Forwiwd Navy applicants’ cards not yet 5 years old
to the Navy Recruiting District or other recruiting
station that will assume responsibility for the
recruiting program formerly administered by the
disestablished activity.

SSIC 1134

ENLISTED RECALL RECORDS

1. GENERAL CORRESPONDENCE AND UORMS.
Files pertaining to recafl to active duty of an eotisted
member in the naval reserve; specific items would include
Application for Recall to Active Duty (NAVPERS
1306/7), any endorsements or attachments thereto, or
oftlcial requests and letters notifying the sipplkii[lt of the
final disposition of their request.

Destroy when 2 years old.
Destroy when 2 years old.

2. CONGRESS1ONAL AND LOW QUALITY
RECRUIT REPORTS. Correspondence addressing the
specifics of recruiting in individual cases. (Filed
alphabetically by name.)

Destroy when 2 years old.

3. PRE-ENLISTMENT AND ENLISTMENT PAPERS
FOR ENLISTED PERSONNEL. Correspondence smd
related papers, including copies of investigations, reports
of medical examinations, age or birth certificates,
consents of parents, waivers, police record checks, imd
other enlistment data or papers. (OfKcial record copies
of birth certificates, endorsements, consents of parents,
or waivers are to be filed in individuals’s official Navy
Service Record folder when applicant is rejected,
whenever possible.)

Cut off when appticant is accepted or rejected.
Transfer to FRC when 1 year old. Destroy when 4
years old. (NC1-24-80-1)

4. CARD (SUMMARY) RECORDS OR INDIVIDUAL
DATA CARDS OF ACCEPTED AND REJECTED
APPLICANTS FOR ENLISTMENT IN “IVIE NAVAL
SERVICES.

a. Records at an Active Recruiting Station.

Destroy when 5 years old.

b. Records from a Disestablished Recruiting Station.

RECRUITf?R TRAINING RECORDS

1, RECORDS OF TRAINING COMPLETED FOR TIIE
PROFESSIONAL DEVELOPMENT OF RECRUITERS.
Files other than those maintained in service records.

a. Recruiters Removed from Recruiting Duty.

Destroy when 1 year old.

b. Recruiters not Removed from Recruiting Doty.

Destroy 4 years after tour completion.

SSIC 1137

RECRUITING IRREGULARITIES RECORDS

1. CORRESPONDENCE REGARDING RECRUITING
IRREGULARITIES. Includes investigations into
allegations of recruiting irregularities, letters, messages,
and records of trial in which allegations are presented,
discussed, and resolved.

a. COMNAVCRUITCOM Records.

Destroy 1 year after case is closed. (NI-NU-92-1O)

b. IIUPERS Records.

Destroy when no longer needed.

c. All Other Records.
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Ss!!ufN

RECRUITING ADVERTISING RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to the administration of recruiting advertising
programs for officer and enlisted personnel. (Exclude
prinutry program correspondence filed under paragraph
1000.1.)

Apply SSIC 1000.2

SSIC 1141

RECRUITING ADVERTISING MATERIAL CONTROL
RECORDS

1. INVEN~ORY CORRESPONDENCE FOR

EQUII’AGE UNDER TIIE CONTROL Ol+_
RECRUITING ADVERTISING DEPARTMENT (RAD),

a. That Portion of the RAD Item Case File
Containirw Samole Items of a Historical Nature.

(1) Navy Recruiting publications, many in color,
used for various recruiting purposes.

Permanent. Retire to WNRC. Transfer to National
Archives in 5-year blocks when most recent
publication is 20 years old.

(2) Photographic file, including color slides.

Disposition not authorized.

b. All Other Correspondence.

Destroy when 2 years old.

SSIC 1142

RECRUITING AIDS RECORDS

1. RECRUITING AIDS RECORDS, REPORTS, AND
MATERIALS. Files including inventory control cards,
status reports, dktribution reports, printing orders,
survey and expenditure reports, shipping documents, and
RAD item “IIotline” request cards.

SECNAVINST 5212,51)
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RECRUITING ADVERTISING SYSTEMS RECORDS

1. RECORDS AND REPORTS NOT COVERED
UNDER SSIC 4000-4999 AND SSIC 7000-7999. Records
such as advertising tracking studies and direct mail
fulfillment statistical analysis records.

Destroy when 3 years old.

SSIC 1144

RECRUITING ADVERTISING OPERATIONS
RECORDS

1. CORRESPONDENCE FILES. Files containing
project history and approvals in agency wilding files,
media files, and outgoing and incoming files.

Destroy when 2 years old.

SSIC 1150

NAVY AWARENESS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
reli~ting to the overall administration and Uiiiniigement of
Navy awarness programs. (Exclude primary program
correspondence which includes a copy of the Advertising
Plan and the Advertising Project Sheet and which is tiled
under SSIC 1000.1.)

Apply SSIC 1000.2.

2. AGENCY-SPONSORED VIDEO, MOTION
rIcmm, OR OTHER AUDIOVISUAL
pRo])ucT]oNs oR MA~RIAL ]NTEN~ED FoR

PUBLIC DISTRIBUTION AND RECRUITING
PURPOSES REGARDLESS OF PRODUCTION
SOURCI.

a. Pres)rint Materials. Masters, Originals, Ntwatives,
Prints, and Dubbin%s.

Disposition not authorized. (See Chapter 5)

b. Distribution Corsies.

Destroy when declared obsolete, replaced by program
nuulilger, or purpose is served.

SS[C 1152
Destroy when 2 years old.

Ss!Qu4
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1. GENERAL CORRESPONDENCE FILES.
Correspondence with command and individual members
of the sea Power Presentation Team including
membership solicitations and applications, letters of
designation, queries and exchange of program “
information, and correspondence with other commands
and government agencies relating to content of
presentation and resource materiafs.

Destroy when 2 years old.

2. REPORTS OF PRESENTATIONS GIVEN. Feeder
reports by command and individual members. (Inclndes
both special and periodic reports of Sea Power
Presentation Team speaking activity.)

Destroy when 2 years old or when no longer needed
to mnintain chain of continuity in member’s file.

3. MEMBERSHIP FOLDERS. File records maintained
by program manager and command memberships which
inchrde member designations, membership lists, feeder
reports, copies of Chief of Naval Operations (CNO)
certificates of merit, and other pertinent correspondence.

Destroy 2 years afler active period of membership.

4. PRESENTATION SCRIPTS, SLIDES, AND
PUBLICATIONS. Materials which constitute the
expository and background resources of the program.

a. ori~inal ~lle co~ies Retfiined by lJr~gram

Manager.

OiYer two sets of slides with script for each old, new
or updated presentation to the National Archives.
Continue to offer two sets of each new and/or
updated presentation in 5-year blocks. Retain one
additional set on board. Destroy when no longer
needed for research.

b. All Other CorJie$.

Destroy when superseded or declared obsolete by the
Director, Sea Power Presentation program.

5. OFFICIAL NAVY AND DOD REQUIREMENTS
AND SECURITY REVIEWS FOR SLIDE
PRESENTATIONS, FILMS, AND PUBLICATION.

Destroy after declassification or destruction of
presentation, fitm or publication to which it appfies.

~

NAVY AWARENESS PROGRAM DEWN.OPMENT
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the development of recruiting support
progrnms with sports celebrities including rncing,
basketball, baseball, and soccer. Files include papers
relating to the administration of the programs, (Exclude
primary program correspondence filed under SSIC
1000.1.)

Apply para. 1000.2.

~4

NAVY AWARENESS AUIMO/VISUAL RECORDS

1. GENERAL CORRESPONDENCE. Reports and
other paperwork related to audio-visual, still
photographic, and graphic arts matters including project
arrangements, requests for service, local bid solicitation
rmd response, and feeder reports to higher authority.
(See also SSICS 5290-5299.)

Destroy when 2 years old.

20 STILL PIIOTOGRAPIIIC AND GRAP1llC ART
PRODUCTS. Materiafs which are acquired or prepared
for use in recruiting.

a. Orieinal CoDies of Art Work. Art Work for
l~s
Retained bv Proiect Manager as well M two copies of
e;icb printed poster.

Transfer to the National Archives when 3 years old.

b. All Others.

Destroy when purpose is served.

3. MOtlON PICTURE PROGRAM GENERAL
CORRESPONDENCE. Residual paper work and feeder
reports including film proposats, submission for Navy
anoua 1motion picture program, collection of film usage
data, and requests for film activation, printing,
distribution, and other services.

Destroy when 3 years old.

4. MOTION PICTURE PROGRAM CONTRACr AND
RELATED CORRESPONDENCE. Correspondence and
reports related to script development and review, talent
releases, certificates of contract fulfillment, other

111-1-14



SECNAVINST 5212.5D
22 April 1998

information on contract performance, and all final
scripts.

SSIC 1160

ENLISTMENTS AND EXTENSIONS RECORDS
Disposition not authorized. (See Chapter 5.)

5. AUDIOVISUAL RECORDS. Agency-or
COMNAVCRUITCOM-sponsored motion picture, video,
or other audiovisual productions or materiids intended
for public distribution and recruiting purposes regardless
of production source.

a. Prermint Materials. Maste rs. Oriainal.s, Neuat ives,
Prints Dubbins&

Deposition not authorized. (See Cbilpter 5.)

b. Distribution CoDies.

Destroy when declared obsolete, replaced by program
manager, or purpose is served.

SSIC 1155

RECRUITING SUPPORT FLEET/COMMUNITY
LIAISON RECORDS

1. GENERAL CORRESPONDENCE FILES RELATING
TO RECRUITING SUPPORT PROGRARfS AS
SPECIFIED. Navy-related organizations, port visits,
minority convention plans, exhibit programs, air
transportation, Navy performance tean~s, and aircraft
static displays. (Exclude primary program
correspondence filed under SSIC 1000.1.)

Apply SSIC 1000.2.

SsKJM

RECRUITING SUP PORT EDUCATOR LIAISON
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
related to the administration and management of the
educator liaison program including correspondence with
civilian education agencies.

Destroy when 2 years old.

2. CAMPUS LIAISON OFFICER RECORDS. Files
showing history of individual oftlcers in the program.

Destroy 1 year after separation of officer from tbe
Campus Liaison Oftlcer pragram, or iifter oftlcer’s
retirement from the naval reserve, whichever is
earlier.

1. COPIES OF DAILY REPORTS OF ENLISTMENTS
AND INDUCTIONS (NAVMC 5022a-PD).

Destroy when 3 months old.

SSIC 1170

SELECTIVE SERVICE, CONSCR1PTION, AND
DEFERMENT RECORDS

1. MILITARY STATUS OF INDIVIDUALS (SUCII AS
DD 44). (Copies Only. Originals are submitted to
Selective Service Administration.)

I)estroy when 2 years old or upon separation of’
individual, whichever is earlier.

SS[C 1200-1299

C1.ASSIFICATION AND DESIGNATION RECORDS

SSIC 1200

GENERAL CLASSIFICATION AND DESIGNATION
RECORDS

1. SELECTION PUNCHED CARDS SIIOWING NAME,
SOCIAL SECURITY NUMBER, CLASSIFICATION,
ETc.

Destroy after qualification runs or check listings are
prepared.

2, QUALIFICATION RUNS OR CHECK LISTINGS.
Items prepared from selection punched cards.

Destroy when 1 year old.

SS[C 1210-1219

OFFICER CLASSIFICATION AND J)I?SIGNA”I’ION
RECORDS

THE RECORDS IN THIS (1210-1219)SERIES ARE
RELATED TO OFFICER CLASSIFICATION AND
DIXIGNATION RECORDS AND INCLUDE OFFICER
BILLET CLASSIFICATION CODES AND BILLET
DESCRIPTIONS, DESIGNATOR CODES,
QUALIFICATION CODES, AND SUIISPECIALTY
CODES RECORDS.
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Destroy when 2 years old.

OFFICER RECORDS SSIC 1223

1. GENERAL CORRESPONDENCE FILES, RANK, RATE, OR RATING STRUCTURE RECORDS

Destroy when 2 years old or purpose is served,
whichever is earlier.

1. GENERAL CORRESPONDENCE FILES. General
information relating to military personnel occupational
specialties which encompasses related aptitudes, trilining,
experience, knowledge and skills, as well as pay grade
structures within a rating.

2. ANNUAL AND OFFICER QUALIFICATIONS
QUESTIONNAIRES (SUCH AS NAVPERS 1210/2 AND
1210/5).

Destroy when 2 years old, or when purpose is served,
whichever is earlier.Destroy when 2 years old or purpose is served,

whichever is earlier.
SSIC 1230

SSIC 1220
TESTING AND INTERVIEWING RECORDS

ENLISTED RECORDS
1. INTERVIEWERS’ APPRAISAL SIIEETS.

1. CLASSIFICATION RECORDS. Files used for
obtaining qualification and classification data for
individual enlisted personnel.

Destroy after selection or non-selection to program in
which applied.

Destroy after NAVPERS 1070/603 is completed and
tiled in the enfisted service record (SSIC 1070.1).

2. EXAMINATION ANSWER OR SCORE SHEETS
FOR CLASSIFICATION TEST.

2. ENLISTED EVALUATION WORKSIIE13TS. Destroy when 2 years old.

3. REENLISTMENT INTERVIEW REPORTSDestroy after the enlisted evaluation report is filed in
the enlisted service record (SSIC 1070.1).

a. Reenlistment Interview Shee(.
3. ENLISTED EVALUATION REPORTS.

Destroy after separation or reenlistment of individual
interviewed.a. Individual Reenlists Immediately After Discharfle.

Trmsfer to new service record, b. Career Counselor Record.

b, Individual is SeDarated from the Service. Destroy 6 months after separation or release from
active duty.

Destroy after individual is separiited from the service.

MwLM
SSIC 1221

OFFICER TESTING AND INTERVIEWING RECORDS
CLASS1FICATION CODES AND ItILLET
DESCRIPTIONS RECORDS 1. GENERAL CORRESPONDENCE FILES. General

information on the testing and interviewing of officer
personnel for purposes of classification and designation.1. GENERAL CORRESPONDENCE FILES.

Destroy when 2 years old or purpose is served,
whichever is earlier.

Dtistroy when 2 years old or when purpose is served,
whichever is earlier.

2. NAVAL ENLISTED CLASSIFICATION (NEC)
CHANGE RECOMMENDATIONS. (fhclude copies
which become part of the olllcial service record.)
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ENLISTED TESTING AND INTERVIEWING

REQQEDS

1. GENERAL CORRESPONDENCE FILES. General
information on the testing and interviewing of enfisted
personnel for purposes of classification and designation.

Destroy when 2 years old or when purpose is served,
whichever is earfier.

SSIC 1300-1399

ASSIGNMENT AND DISTRIBUTION RECORDS

SSIC 1300

GENERAL ASSIGNMENT AND DISTRIBUTION
RECORDS

1. CORRESPONDENCE AND RELATED PAPERS
(ENLISTED PERSONNEL ASSIGNMENT
DOCUMENTS (EPADS), STANDARD T1~ANSFER
ORDERS (STO’S) AND SPEEDLEITER ORDERS).

Destroy when 2 years old.

2. INTRA-ACTIVITY ASSIGNMENT RECORDS FOR
OFFICER AND ENLISTED PERSONNEL

Destroy when 2 years old or when service member is
detached, whichever is earfier.

3. NAVAL RESERVE ASSIGNMENT ORDERS.
(Exclude oftlcial copies filed in tbe olllcer service record.)

Destroy after assignment is terminated.

4. MARINE CORPS STRENGTH AND
DISTRIBUTION AND ROSTER REPORTS.
Copies of reports, such as monthly reports of strength
and distribution, reports of commissioned and enfisted
personnel, and semi-monthly duty rosters of officer and
enfisted personnel.

Destroy when 1 year old.

~

OFFICER RECORDS

1. COPIES OF OFFICER D1STRIBUTION CONTROL
REPORTS (NAVPERS 1301/5). The repol”t shows active

duty ofKcer assignments, is prepared by the
CHNAVPERS, and is furnished monthly to activities.

a. Verified or Corrected CoDies.

Destroy when 2 years old.

b. All Other CoDies.

Destroy after 1 month, when superseded, or when no
longer needed for reference, whichever is earliest.

SSIC 1306

ENLISTED ASSIGNMENT AND DISTRIBUTION
RECORDS

1. GENERAL CORRESPONDENCE FILES. General
informal ion on the assignment and distribution of’
enlisted personnel.

Destroy when 2 years old or when purpose is served,
whichever is earfier.

2. ENLISTED PERSONNEL ACTION/DUTY
PREFERENCE FORMS. (Exclude copies which become
part of the oftlcial service record.)

Destroy when 2 years old.

SSIC 1320-1339

ORINIRS TO PERSONNEL RECORDS

SSIC 1320

ORDERS TO PERSONNEL

1. OFFICER AND ENLISTED PERSONNEL. Transfer,
duty, flight, training, and other orders. (See SSIC
1900.2 for separation orders and SSIC 1570.2 for reserve
personnel training duty orders.)

Destroy when 2 years old.

2. INTRA-SHIP OR STATION DUTY ORDERS AND
DETAIL ASSIGNMENTS OR REASSIGNMENTS AND
RELATED CARD, LOG, ROSTER, OR OTHER
LOCAL CONTROL RECORDS.

Destroy when superseded, when individual is
transferred or when individual is reassigned,
whichever is earliest.

3, REASSIGNMENT OR DETACHMENT
CLEARANCE SLIPS FOR OFFICER AND
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ENLISTED PERSONNEL.

Destroy 6 months after individual is detached or
reassigned,

4. RECORDS OF SCREENING/INTERVIEWING
GUIDES USED FOR SCREENING ENLISTED
CANDIDATES FOR TRAINING/SCIIOOLING.

a. Records of those chosen.

Destroy after arrival at independent daty, upon
completion of training/schooling, or final
determination is made that the individual will not be
assigned to duty. (N1-NU-92-9)

b. Records of those not accet)t ed or dromed from
trainindschooting.

Destroy when 1 year old.

SSIC 1330

PERSONNEL REOUESTS RECORDS

1. GENERAL CORRESPONDENCE FILES. General
inquiries and correspondence relating to requests for
personnel actions filed by military personnel.

I)estroy when 2 years old or when purpose is served,
whichever is earlier.

SSIC 1331

OFFICER REQUESTS RECORDS

1. GENERAL CORRESPONDENCE FILES.
Documents and related papers on personnel requests tiled
by officers.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

2. APPLICATION FOR RECALL-EXIWNDED
ACTIVE DUTY. (Exclude copies which become part of
the official service record filed under SSIC 1070.1.)

Destroy when 2 years old.

SSIC 1336

ENLISTED REOUESTS RECORI)S

1. GENERAL CORRESPONDENCE FILES.
Documents and related papers on personnel requests filed
by enlisted personnel.

I)estroy when 2 years old or when purpose is served,
whichever is earlier.

SSIC 1400-1499

pROM~rr]oN ND ADV~CEME~ RECORDS

SSIC 1400

GENERAL PROMOTION AND ADVANCEMENT
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the promotion and advancement of naval
personnel. (Exclude primary program correspondence
tiled under SSIC 1000.1.)

Apply SSIC 1000.2.

2. RECOMMENDATIONS FOR PROMOTIONS OR
ADVANCEMENT IN RATING AND RELATED CARD
OR OTIIER PROGRESS RECORDS

Destroy 6 months after promotion, advancement or
d~l]iiil thereof.

3. SCREENING FORMS AND REPORTS FOR
PROMOTING” OR ADVANCING PERSONNEL

Destroy 6 months after promotion, advancement or
denial thereof.

4. NAVAL EXAMINING CENTER RECORDS

a. Statistical Data.

Destroy when 5 years old,

h. Rtmorts of Investigations. Reports other than
district intelligence offices studies that are to be returned
to appropriate district intelligence offices upon
completion of requirements for studies.

Destroy when 5 years old.

c. Cards and ReDorts. Shipping trends reports and
related card or other records.

Destroy when 3 years old or when compilations are
prepimed, whichever is earlier.
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d. Accounting Summary ReDorts of the Naval
Examinims Center. Complete accountings for each
examination series. Include close-out reports (final
accounting reports for examination series), shipping cut
off reports (reports of examinations shipped and number
burned), and printers’ reconciliation stat ements (reports
balancing receipts and reorders against total shipped and
burned).

Destroy when 2 years old or when compilations are
prepared, whichever is earlier.

e. Summary Conmilations and Remn-ts of 1400.4c
and 1400.4d

Destroy when 5 years old,

SsEMQ!

j3ELECTIONS RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence generated by selection process not
specifically covered under SSIC 1400.

Destroy when 2 years old or when purpose is served,
whichever is earfier.

Ss!u42

~ELECTION BOARDS’ RECORD OF PROCEEDINGS
RECORDS

1. SELECTION BOARDS REPORTS AND RECORD
OF PROCEEDING. Records consist of convening orders,
precepts governing the board, special instructions to the
board issued by the Secretary of the Navy, CNO, CMC,
or the Chief of Naval Personnel (CHNAVPERS), fist of
oftIcers considered, list of oftlcers recommended for
promotion, and the final report of the board. Exclude
records on individual ofticers filed under SSIC 1402.2.

Cut off annually. Retire to WNRC when 4 years old.
Destroy when 75 years old. (N1-NU-92-11)

2. INFORMATION CONCERNING INDIVIDUAL
OFFICERS. All information concerning individual
officers that is provided to an active-duty list promotion
selection board for their consideration in selecting officers
for promotion. Records may include copies of fitness
reports, summaries of service, written communications to
tbe board by officers under consideration, and similar
documentation. Records may be in bard copy or
microform.

Destroy when 7 years old.

S5!uM

REQUIREMENTS AND QUALIFICATIONS RECORDS

1. REQUESTS TO BE EXAMINED FOR RATINGS,
WITH RECOMMENDATIONS.

Destroy 6 months after promotion, advancement, or
deniiil thereof.

2. REQUESTS FOR EXAMINATIONS TO ENTER
TIIE NAVAL ACADEMY PREPARATORY SCHOOL.

Destroy when 1 year old.

3. ROSTERS OF GRADES MADE ON QUALIFYING
EXANHNATIONS.

a. Rosters for Naval Academy Entrance
Examinations.

Destroy when 5 years old.

h. Rosters for Interim and Other Qualifying
Examinations.

Destroy when 1 year old.

4. EXAMINATION PAPERS AND ANSWER SHEETS.
(See SSIC 1531.4 for Naval Academy entrance tests. See
also SSIC 1418.1 for enlisted examination score sheets.)

Destroy 30 days after examination or when graded or
scored, provided grade or score has been recorded on
appropriate document.

5. I,llYSICAL EXAMINATION AND FITNESS

QUA1.1FICATION RECORDS. (See afso SSIC 6150.)

AIjPiy SSIC 1070.12.

SSIC 1412

OFFICER OUALIFICATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
which r~li]te to the internal operation and routine
administriition of officer qualifications matters and which
are not specifically listed under SS[C 1410.

Ikstroy when 2 years old or when purpose is served,
whichever is earlier,
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SSIC 1414

ENLISTED ()UALIFICATIONS RECORDS

1. GENERAL CORRESPONDENCE F] [ES. Records
which relate to the internal operation and routine
administration of enlisted qualifications matters and
which are not specifically listed under SSIC 1410.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

2. PERSONNEL ADVANCEMENT REQUIREMENT
(PAR). (Exclude copies which become p;wt of the ofticial
service record filed under SSIC 1070.1.)

Destroy when 2 years old.

SSIC 1416

OFFICER EXAMINATIONS RECORI)S

1. GENERAL CORRESPONDENCE FILES.
Correspondence relating to oftlcer examin:]tions not
specifically filed under SSIC 1410.

Destroy when 2 years old or when purpose is served,
whichever is earlier.

SSIC 1418

ENLISTED EXAMINATIONS RECORDS

1.

2.

3.

4.

ENLISTED EXAMINATION SCORE SIIEETS.

Destroy after scoring or other processing actions have
been completed and the score has been recorded on
service record book pages or other appropriate
record.

CLASSIFICATION TESTING RECORDS.

Destroy 6 months after recorded in enlisted service
record filed under SSIC 1070.1

RECRUIT TRAINING TEST RECORDS.

Apply SSIC 1510.

OTMER ENLISTED STUDENTS’ EXAMINATION
PAPERS OR ANSWER SHEETS TO EXAMINATION
PAPERS.

Destroy 30 days after examiniltion or when graded or
scored, provided grade or score has been recorded on
appropriate document,

SSIC 1420

PRohloTIONS” RECORDS

GENERAL CORRESPONDENCE FILES RELATING
TO ‘H [K PROMOTION OF OFFICERS ON ACTIVE
DUTY. Files include the review of applications because
of removal or failure of selection, replies to individual
letters regarding nonelection, correspondence with
various nitval activities, endorsement letters to selection
boards, officers slated for promotion, and other similar
nlnttel”s.

Destroy when 2 years old.

SSIC 1421

TEhlPORARY PROMOTIONS RECORDS

1. OFFICER’S PROMOTION IIISTORY RECORDS.
Nilvy officer’s precedence record, maintained by
llUPERS, provides a record of temporary promotion of
Ofticel”s.

a. Remslar Naval Oftlcers Who are Retired from
Active Dutv or Revert to Enlisted Status.

Destroy when 5 years old.

h. Naval Reserve Officers on Inactive Dntv or
Reuular Navv Officers Who are Discharged, Dismissed or
Resiun Their Commission

Trimsfer to NPRC (MPR), 9700 Page Blvd., St.
Louis, MO 63132, when 10 yenrs old. Destroy when
35 years old.

c, officers Precedence Records.

(1) Paper copies.

Destroy when microfilmed and film is verified
for accuracy and completeness.

(2) Master microfilm negatives of officer
precedmce record.

Destroy when no longer needed.

2. TENIPORARY APPOINTMENTS FOR ACTIVE
DUTY AND INACTIVE DUTY PERSONNEL
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a. Originals. Destroy when 2 years old,

Forward to BUPERS. Destroy when microfilmed
and film is verified for accuracy and completeness,

SSIC 1427

RANK AND PRECEDENCE RECORDS
b. Microfibn Minter Negatives Retainedby

BUPERS. 1. OFFICER PROMOTION HISTORY RECORD,
Officer Precedence Record (NAVPERS 1430/3)
nmintilined by BUPERS provides a chronological record
of regular and reserve officers rank and precedence.

Apply SSIC 1421.[.

Destroy when no longer needed.

c. CoD es Subi mitted [in lieu of certain Dav record
order vouchers) to Disbursin~ Ot%cer Servicirw the
Rer)ortinsz Activity.

See SSIC 7220.1. ADVANCEMENT IN RATE OR RATING RECORDS

d. I.ocal Service Record CODY. 1. GENERAL CORRESPONDENCE FILES RELATING
TO ADVANCEMENTS OF RECRUITS.

Retain with service record.
])estroy when 1 year old.

e. Premsring Activitv% Cooy.
2. REQUESTS TO BE EXAMINED FOR RATING,
WITI1 RECOMMENDATIONS.Destroy when 2 years old.

SSIC 1426 Dtistroy 6 months after promotion, advancement, or
(ltiniiil thereof.

PERMANENT PROMOTION RECORDS
3. REPORTS OF EXAMINATION FOR
ADVANCEMENT OR CHANGE IN RATING.1, OFFICER PROMOTIONS IIISTORY RECORD.

Navy officer’s precedence record, maintilined by
BUPERS, provides a record of permanent promotion of
officers.

Destroy 6 months after promotion, advancement, or
denial thereof.

Apply SSIC 1421.1. SSK2’-M

2. ACCEPTANCE AND OATH OF OFFICE FOR
ACTIVE DUTY AND INACTIVE DUTY OFFICERS

(H IAN(;ES IN RANK. RATE, OR RATING RECORDS

1. GENERAL CORRESPONDENCE FILES RELATING
TO CIIANGES IN RANK, RATE, OR RATING.a. Original CoDy.

Retained by the appointee. Destroy when 1 year old.

b. BUPERS COPY, 2. REQUESTS FOR CHANGES IN RANK, RATE, OR
RATING WITH RECOMMENDATIONS,
ENI)ORSEMENTS, AND ATTACHMENTS THERETO.Destroy when microfilmed and film is verified for

accuracy and completeness.
I)estroy when 2 years old.

c. Microfilm Master Negatives of COPVMaintained
bv BUPERS. 3. RIPI.U2S TO AND/OR REPORTS ON REQUESTS

FOR CIIANGES IN RANK, RATE, OR RATING.
Destroy 5 years after individual is released from
active duty, discharged, or retired, wbicbever is
earliest.

Destroy when 2 years old.

4. A1)l]EALS RELATING TO REDUCTIONS IN
RANK, RATE, OR RATING.d. Prer)arine Activities CoDies.
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Destroy when 2 years old,

SSIC 1450

REDUCTIONS IN RANK, RATE, OR RATING
RECORDS

iiccuu]ulated by the Marine Corps Institute relating
to correspondence courses which should be retired to
nearestFRC4 years after snpersession and destroyed
10 years after transfer to FRC.

3. PIIRIODIC REPORTS OF EDUCATIONAL
SERVICES FUNCTIONS. (See also SSIC 1560.1.)

Apply SSIC 1440.
Destroy when 2 years old.

SSIC 1500-1599

TRAJNJNG AND EDUCATION RECORDS

GENERAL TRAINING AND EDUCATION RECORDS

1. PRIMARY PROGRAM RECORDS. Records ‘relating
to the overall organization, development, policy,
planning, management and administration of military
personnel training and education progriut~s, including tbe
establishment, approval, and revision of courses and
curricula, the evaluation of methods and results of
instruction, Included are Chief of N~vaI Education and
Training (CNET) central subject correspondence files,
other CNET oftlcial files, CNET Instructions and
Directives case files, NROTC subject files, program
managers or division directors subject reference files
containing memoranda, minutes, etc., not captured in the
CNET central subject files. Also included me school
publications and overnll statistical dtitii. Records are
accumulated by the CNET, BUPERS, IIQMC, and by
individual schools and training institutions. (See also
SSIC 1552.la, Prhnary Program Training Publications.)
(Exch]de records of the Naval War College, the Armed
Forces Staff College, and the Naval Aciid~mY covered
under SSICS 1500.10a, 1520, and 1531.)

Permanent. Transfer to FRC when no longer
required for research or reference. Transfer to
NARA when 20 yems old,

2. ADMINISTRATIVE RECORDS. Records rel@ing to
the day-to-day administration and operiitions of
educational and training institutions. Included are
syllabi, lesson phtns, instructional ntilteriid, class lists and
rosters, schedules, correspondence with or about
individual personnel, instructors’ reports, attrition
reports, and other records, Records are ilccumulated
primarily at individtml schools and traiuing institutions.
(Exclude records of the Naval War College, the Armed
Forces Staff College, and the Naval Academy.)

Destroy when superseded, obsolete, or no longer
needed for reference, except for course materials

4. A’l”IENDANCE RECORDS FOR INDIVIDUAL
COURSES.

Destroy after completion of training course.

5. hlONIIILY REPORTS OF STUDENTS ON BOARD.

l)estroy when 1 year old.

6. DAILY OPERATIONS SIIEETS, LOGS, OR OTIIER
RECORDS USED AS OFFICE AIDS FOR LOCAL
PUR1’( )StlS ONLY.

l)tistroy when 1 year old, upon separation or transfer
of individual, or after completion of training courses,
whichever is earlier.

7. ENROLLMENT AND PROGRESS RECORDS. Flies
pertaining to individual students including training (case)
folders for individual students when used. Consist of
records documenting individual student’s progress and
related milterial such as enrollment and disenrolhnent
papers, biographical data, records of past service or
assignments, reports of unauthorized absences,
instructors’ remarks, copies of authorizations for training
duty, conduct and minor disciplinary reports from
ncademic authorities concerning failings, and other
records used for local purposes only. (Exclude student’s
Officiiil record cards showing grades and completion of
courses covered in SSIC 1500.9.)

Destroy after completion of training, transfer, or
dischiwge provided required data has been recorded
in individual’s service record or on student’s record
L+ilt’d.

8. APPI.1CATIONS OR REQUEST FOR
ENROI.LMENT IN TRAINING COURSES OR
SCIIOO1.S. (Exclude those covered in SSIC 1500.7.)

Ih+stroy when 1 year old or action is cotnpleted,
whichever is earlier.

9. STU1)ENT’S EXAMINATION RECORDS.
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a. Sude nt’s Examination PaDers or Answer Sheets
to Examination Pa Ders. (See also SSICS 1418 and
1510.3 a.)

Destroy when 1 month old, graded and grades have
been recorded on student’s official record cards, or
at the expiration of the class, whichever is ear tier.

h. Periodic Daily. Weekly, or Other Mmk StiDs,
Cards, or Lists Summarized at End of Course.

Destroy when recorded or summarized in recorded
term or course graded, as approprii~te.

10. GRADUATION REPORTS, CLASS STANDINGS,
OR ACADEMIC GRADE ROSTERS. I.ists or other
records showing grades made on examination and/or
class standings.

a. Records of the Naval War Colletw
~AVWARCOL), Armed Forces Wtir College (AFWC)i
and the Armed Forces Staff College (AFSC). (Naval
Academy records, see SSIC 1531.2.)

Permanent. Transfer to WNRC when no longer
needed for local reference. Transfer to NARA 20
years after transfer.

b. All Other Records.

Destroy when 1 year old or information has heen
recorded in student’s of?3cial record, whichever is
earlier.

11. REGULAR AND RESERVE TRAINING
PROGRAM REPORTS. Files and related papers that
are not specifically covered by other authorizations in this
chapter. Include training program reports such as Navy
and Marine air program summary reports.

a. Sununarv or Conmosite ReDorts. one copy of
each report prepared by CNET, COMNAVRESFOR, or
other major training commands.

13. QUESTIONNAIRES OR SIMILAR RECORDS.
Correspondence, forms, and related papers completed by
students or others for evaluating program courses or
schooIs.

Destroy when 1 year old or when data becomes
obsolete as result of summarization or other
utilization for statistical or other training purposes,
whichever is earlier.

14, FLIGHT TRAINING REPORTS SUBMITTED TO
TUE CIIIEF OF NAVAL AIR TRAINING (CNATRA).

a. Flkht Training Rer)orts. Files containing data
such as student input, attrition, completion, instructor
and aircraft availability, and flight hour data summary
reports containing data relating to personnel categories,
aircrilft hours flown, aircraft in custody, and utilization
of trilini[lg filcilities.

Destroy when 2 years old.

b. Snnnnarv Flight Training Rersorts. Files
prepared and maintained by CNATRA from training
activities.

Destroy when no longer required for research or
reference.

15. LOCAL (CARD OR OTILER) RECORDS OF
A1>]>[,[CATIONS FOR CO~SES (SUC~I AS

CORRESPONDENCE COURSES) OR OTHER
TRAINING.

a. Records of Armfication for Marine Corm Institute
Corresr)ondence Courses.

(1) Marine Corps ]nstitute records.

Destroy when purpose is served.

(2) Other activity’s records.

Destroy when 3 years old.
Destroy when no longer needed for reference.

b. A~~lication for Other Courses.
b. All Other ReDorts. Include copies of reports

submitted to higher authority.

Destroy when 2 years old,

12. ANNUAL RETURN OF BOOKS BY ROTC til>
REGULAR OFFICER STUDENTS

Destroy when 6 months old or purpose is served,
whichever is earlier.

Ss!QW

ENLISTED TRAINING RECORf)S

Destroy when 1 year old,
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1. GENERAL CORRESPONDENCE RECORDS. Files
relating to training of enlisted recruits and recruit
training reports not specifically covered by other
authorizations in thk chapter. (Exchlde primary
program records covered in SSIC 1500.1.)

b. Reference CoDies.

Destroy when 10 years old.

2. GENERAL CORRESPONDENCE. Records relating
to the routine, day-to-day administration and operation
of these programs.Destroy when 2 years old.

2. TEST RECORDS. Destroy when 2 years old or when no longer needed,
whichever is sooner.

a. Answer Sheets of Selection Tests and Tes(
Musters. Ssum

Nuc LEAR PO WER TRAINING (SURFACE) RECORDS
- ENLISTED

Destroy when 6 months old, provided scoring and
other processing actions have been completed.

b, Res)orts of Administration of Recruit Training
Examirmtions.

1. PRIMARY PROGRAM RECORDS.

a. IMrnarv Protwam Records. Files and other
records maintained to document overall poficy, plans,
management, organization, procedural development, and
accomplishment of these programs, whether final format
is paper, magnetic tape, or other.

Destroy when 6 months old.

c. Phvsical Fhness. Strength, and SWimmimz Test

l@!H!$ (We aL. =IC 1070.12.)

Permanent. See SSIC 1000.1. (Master copies of
machine readable records must conform to standards
set by N.ARA.)

(1) Enlisted recruits’ records.

Destroy when 2 years old.

b. Reference CoDies.(2) All other records.

Destroy when 10 years old.Destroy when 1 year old.

3. IN-SERVICE TRAINING PROG1/Ahl RECORDS.
General correspondence files and related records
pertaining to in-service training for enlisted personnel.

2. GENERAL CORRESPONDENCE. Records relating
to the routine, day-to-day administration and operation
of these programs.

Destroy when 2 years old. Destroy when 2 years old or when no longer needed,
whichever is sooner.

SSIC 1511

!ss!uu
NUCLEAR POWER TRAINING (SUR) RECORDS -
ENLISTED RECRUIT TRAINING RECOJ?JXl

1. PRIMARY PROGRAM RECORDS. 1. FORMING DATA OF RECRUIT COMPANIES.
Data includes company rosters, recruit company logs,
instructors’ logs, and records of required subjects
completed.

a, ~. k“ilesand other
records maintained to document Overiill policy, plans,
mamsgement, organization, procedural development, and
accomplishment of these programs, whether final format
is paper, magnetic tape, or other.

Destroy when 1 year old,

2. GENERAL CORRESPONDENCE FILES. Files
relating to examining recruits for advancement in rating,

applications for commissions, or educational courses and
schools.

Permanent. See SSIC 1000.1. (Master copies of
machine readable records must conform to standards
set by NARA.)
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Destroy when 1 year old.

~4

RATING TRAINING RECORDS

1, GENERAL CORRESPONDENCE FILES.

Destroy when 1 year old or no longer needed,
whichever is earlier.

~

OFFICER TRAINING RECORDS

1, ACTIVITIES’ GENERAL CORRESPON1)ENCE
FILES RELATING TO OFFICER TRAINING. (Exclude
primary program correspondence records filed under
1500.1.)

Apply SSIC 1500.2.

2. ARMED FORCES STAFF COLLEGE (AFSC)
RECORDS.

a. Naval Advisory Records. Files reflecting Navy’s
advisory role in the organizational history of the AFSC.
General policy agreements, copies of Joint Chiefs of Staff
(JCS) Memoranda, organization charts, and other similar
papers.

Permanent. Transfer to ~C when 4 years old.
Transfer to NARA when 20 years old.

t). Primary Proaram Records. Files pertaining to
the primary mission and overall management of the
AFSC. Include one copy of comprehensive anneal
reports of the AFSC covering all phases of its
organization and operation (original is sent to the JCS
with copies to the Secretary of Defense ilnd the
Secretaries of the Navy, Army, and Air Force).

Permanent. Transfer to FRC when 2 years old.
Transfer to NARA when 20 years old.

c. Records of AFSC Students’ Past Services and
Dotv Assignments Prior to Reporting to the AFSC

Destroy after graduation of student,

d. Theses of AFSC Stodents.

(1) Theses selected by the faculty of the AFSC
for exceptional informative or educational values.

(To be pubtished at a later date.)

(2) All others.

Destroy when obsolete or no longer needed,
whichever is earfier.

e. Other AFSC Records,

Apply pertinent subject matter instructions
throughout this manual.

3. NAVAL WAR COLLEGE (NAVWARCOL)
RECORDS.

a. IVImarv program Records. F]les that reflect the
overall management and organization of the
NAVWARCOL, and the planning, procedural
development, progress, and significant accomplishments
of its academic and naval personnel training programs.

Permanent. Cut off and trausfer to FRC when files
become inactive. Transfer to NARA when 20 years
old.

b. Official Student Record Cards of Oftlcers Under
instruction at the NAVWARCOL.

Apply SSIC 1500.10a.

c. Department Logs and Graduate Disenrolhnent
Q, Logs retained by the NAVWARCOL to reply to
routine inquiries requested from the Center of
Continuing Education to compile statistical reports.

Destroy when no longer required for the
NAVWARCOL’S mission.

d. NAVWARCOL Lectures,

(To be pubtished at a later dilte.)

e. Individual Student Jackets. Case tiles for each
NAVWARCOL graduate and disenrollee.

ApPly SSIC 1520.3c.

f. Technical Intelligence Files of the NAVWARCOL.

(To be published at a later date.)

g. Class (Course Instruction) Records. Files include
presentations, conference reports, records regarding
class problems, and related records prepared by the
NAVWARCOL to fulfill its mission.

111-1-25



SECNAVINST 5212.5D
22 April 1998

Destroy when no longer needed,

h. Other NAVWARCOL Records.

Apply pertinent subject matter instructions
throughout this manual.

JOINT AND ADVANCED TRAINING RECORDS -
OFFICER

L GENERAL CORRESPONDENCE AND OTIIER
DOCUMENTS. Files relating to curricuks planning and
changes in curricula; student quota records, reports such
as student and instructor reports, attrition, and progress
reports relating to the internal operations and
administration. (Exclude primary program records filed
under 1500.1.)

Apply SSIC 1000.2.

SSIC 1522

NucLEAR POWER TRAINING CWJD)RECORfiS -
OFFICER

1. PRIMARY PROGRAM RECORDS,

a. Prinuwv program Records. Files and other
records maintained to document overa II policy, plans,
management, organization, procedural development, and
accomplishment of these programs, whether final format
is paper, magnetic tape, or other.

Permanent. See SSIC 1000.1 (Master copies of
machine readable records must conform to standards
set by NARA.)

b. Reference CoDies.

Destroy when 10 years old.

2. GENERAL CORRESPONDENCE, Records relating
to the routine, day-to-day administration and operation
of these programs.

Destroy when 2 years old or when no longer needed,
whichever is sooner.

NUCLEAR POWER TRAINING (SURFACE) RECORDS
- OFFICER

1. PRIMARY PROGRAM RECORDS.

a. Primarv program Records. Files and other
records maintained to document overall policy, plans,
management, organization, procedural development, and
accomplishment of these programs, whether final format
is paper, magnetic tape, or other.

Permanent, See SSIC 1000.1. (Master copies of
machine readable records must conform to standards
set by NARA.)

b. Reference CoDies.

Destroy when 10 years old.

2. GENERAL CORRESPONDENCE. Records relating
to the routine, day-to-day administration and operation
of these program%

Destroy when 2 years old or no longer needed,
whichever is sooner.

SSIC 1530

OFFICER CANDIDATE TRAINING RECORDS

1. PRIMARY PROGRAM RECORDS. Files reflecting
the overall management and organization of the
programs and the planning, procedural development,
progress, and significant accomplishments of the
academic and training programs and graduation reports
and class standing roster.

Pernsnnent. Apply SSICS 1000.1 and 1500.1.

2. GENERAL CORRESPONDENCE FILES. Files and
other records relating to the routine administration and
housekeeping operations of the viwious programs.

a. Routine Matters.

Destroy when 2 years old,

b. Non-routine Matters.

Destroy when 4 years old,

3. APPLICATIONS TO ENTER PROGRAMS.

Swxi23
Destroy when 1 year old.
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4. OTIIER PROGRAM RECORDS.

Apply appropriate subject matter instructions
throughout this manual.

Ss!Msl

NAVAL ACADEMY RECORDS

1. PRIMARY PROGRAM RECORDS. Records relating
to the overall organization, development, mimagement,
and administration of the Naval Academy, including the
education and training of midshipmen. Atso included are
school publications and midshipmen activities.

Permanent. Trmssfer to U.S. Naval Academy
Archives when no longer needed for current
Academy business.

2. ADMINISTRATIVE RECORDS. Records relating to
the day-to-day administration and operation of the Naval
Academy. Included are entrance examinations,
placement and aptitude tests, and other records, elms
lists and rosters, schedules, correspondence with or about
individuals, instructors’ reports, attrition reports, and
other records.

Destroy when superseded, obsolete, or no longer
needed for reference.

3. MIDSIIIPMAN PERSONNEL JACKETS. Records
accumulated by the Registrar’s Office pertaining to
ind~vidual midshipmen. Included are activities’ records,
oaths of oftlce, applications for admission, and related
papers.

a. original Paper Records.

Microfilm following standards set forth in 36 CFR
1230. Destroy 2 years after verification of
microfilm.(Nl-405-87-1)

b. Microfilm Conies.

Permanent. Transfer to U.S. Naval Acndemy
Archives on verification of microfilm.

Permanent. Transfer copies of the machine readable
files for a given class, together with pertinent
documentation, to the National Archives 3 years after
the ctass graduates (e.g., Class of 1995 in the
summer of 1998).

b. GMATRIX. Data base maintained by the
Registrar and including graduates and non-graduates.

Permanent, Transfer copies of the machine readable
files for a given class, together with pertinent
documentation, to the National Archives 3 years after
the ctass graduates (e.g., Class of 1995 in the
summer of 1998).

5. OTIIER NAVAL ACADEMY RECORDS.

Apply pertinent subject matter instructions
throughout this manual.

SSIC 1532

AVIATION CADET (AVCAD) RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the operation and administration of the
AVCAD program. (Exclude primary program
correspondence filed under 1000.1 and 1500.1.)

Apply SSIC 1000.2.

2. INDIVIDUAL AVIATION TRAINING JACKETS
(ATJ).

Apply SSIC 1542.

SSIC 1533

RESERVE OFFICER TRAINING CORPS (ROTC~
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the operation and administration of ROTC
units and trainee personnel. Include correspondence with
other ROTCS, copies of statistical and status or progress
reports submitted to higher authority and instructor
reports. (Exclude records in SSIC 1533.2.)

4. MACIIINE READADLE MIDSI1lPMAN RECORDS
Destroy when 2 years old.

a, Data bases maintained by the Reuistrari
Commandant or other offices consisting of data for
transcripts. class grade files. admission files, and other
similar files.

2. SUMMARY OF ACADEMIC FACULTY RECORDS
OR REPORTS. Files that document the history of the
ROTC program at any particular installation, including
one copy of school pub tications and school rosters or
graduation reports listing all graduates who are
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commissioned (such as class standing of ROTC students
commissioned).

Apply SSIC 1500.1.

3. INDIVIDUAL STUDENT OFFICIAL RECORD
CARDS (OR FORMS) OR TRANSCRIPTS OR
STATEMENTS OR ACADEMIC RECORDS. Must
contain information about courses attended, length of
courses, whether or not completed, (if completed), and
pertinent remarks, such as reason for disenrollment or
failure to complete courses.

Upon transfer of individual from one ROTC unit to
another, a copy of the student’s individual records
must be submitted to the ROTC unit to which
transfer is made,

a. Oftlcers Commissioned.

Disposition not authorized.

b. Officers Not Commissioned.

Cut off and transfer to NPRC (MPR) 6 months after
completion of training or disenrollment. Destroy 5
years after cut-off.

4. INDIVIDUAL ROTC STUDENT FOLDERS. Case
tiles comprising records maintained by individual units
and accumulated during the course of student’s
enrollment. Include enrollment and progress records
(such as questionnaires, endorsements, cruise records,
applications for extensions of time to complete academic
requirements; clothing requisitions and related papers;
reports of substitutions of college courses for ROTC
courses; transfer approvals between ROTC units;
unauthorized absence reports); disenrolbnent records;
commissioning records; and other similar records and
related correspondence. (Exclude documents to be filed in
offscinl service record folders upon commissioning and
copies of documents forwarded to and maintained by the
Department of the Navy or other authorities specified
under current instructions for ROTC administration and
training.)

Destroy 6 months after individual is disenrolled,
completes training, is transferred, or is
conunizsioned.

SSIC 1534

MERC1lANT MARINE AND MAIUTIME RECORDS

Destroy 3 years after student graduates.

FUNCTIONAL TRAINING RECORDS

1. IIEADQUARTERS, CNA’I’RA RECORDS. General
correspondence files. (Exclude primary program records
covered in SSICS 1000.1 and 1500.1.)

Apply SSICS 1000.2 and 1500.2.

SSIC 1541

FLEET TRAINING RECORDS

1. FLEET TRAINING RECORDS. (Include those of
fleet training centers.)

a. Genera] Correspondence Files.

Apply SSIC 1500.2.

b. Other Records.

Apply pertinent subject matter material throughout
this manual.

SsKmQ

FLIGIIT TRAINING RECORDS (RESERVED)

Sslc 1543

EOUIPMENT ANI) SYSTEMS TRAINING

1. PERFORMANCE AND CERTIFICATION
RECORDS FOR EQUIPMENT AND SYSTEMS
REQUIRING MANDATORY TRAINING AND
PERIODIC RECERTIFICATION.

Retain on board. Destroy when 3 years old.

SSIC 1550

INSTRUCTION COURSES AND TRAINING
MATERIALS RECORDS

1. ACTIVITIES TRAINING MATERIALS. Fltes
include syllabic and technical instructional (course or
other) material. (Other than program material covered
in SSIC 1500.1.) (See also SSIC 10170.)

1. STUDENT PERFORMANCE RECORDS.
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Retain on board. Destroy when superseded,
canceled, or no longer needed for training purposes,
as research material, or for reference in developing
future training courses, whichever is earliest.

~

TRAINING FILMS. AIDS. AND SPECIAL DEVICES
RECORDS

L TRAINING FILMS.

a. Originators’ Master Negative Film. Color
original plus separate optical sound track, intermediate
master positive or duplicate negative plus optical sound
track, and sound projection print or video recording.

Permanent. Transfer to Motion Media Records
Center, Norton AFB, CA, when copy is made. Offer
to NARA 20 years after transfer.

b. All Other co~ies.

2.

Destroy when obsolete or no longer usable, whichever
is earlier.

RECORDS RELATING TO PROCUREMENT,
CUSTODY, DISTRIBUTION, UT1LIZATION, AND
DISPOSITION OF TRAINING AIDS, Files include those
at training aids centers and related card records.

a. Training Aids Still Outstanding Files.

Retain on board. Destroy when 2 years old or
training aid is returned, whichever is l;iter.

b. All Other Files.

Destroy when 2 years old.

3. SURPLUS COPIES OF TRAINING AIDS AND
TECHNICAL INSTRUCTIONAL MATERIAL. (See also
SSIC 5290.)

Retain on board. Dispose of according to the latest
instructions from DUPERS (Training Division),
CMC, or other cognizant authority.

SSIC 1552

TRAINING PUBLICATIONS RECORDS

1. A1.L NAVY TRAINING
MANUALS.

PUBLICATIONS AND

a.
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Master CoDies of Originating Activity.

Permanent. Forward one copy of each to FRC when
no longer needed for frequent reference. Transfer to
NARA in S-year blocks when 20 years old. (Naval
Education and Training Program Management
Support Activity (NETPMSA) will forward a copy of
each new training manual and correspondence course
to the CNET administrative services director for
retirement to FRC.)

b. All Other CoDies.

Iksstroy when canceled or no longer required.
(Return current usable copies to nearest publications
SUpplY offke.)

2. RECORDS RELATING TO PREPARATION,
PROCUREMENT, AND DISTKIBUTION OF
TRAINING PUBLICATIONS.

Apply SSIC 5600.

3. NETPMSA PUBLICATIONS RECORDS,

a. General Correspondence Files. Files of the
OtXcer in Charge, Navy Training Publications Center,
(ExchJde primary program records covered in SSIC
1s00.1.)

Apply SSICS 1500.2 and 1S00.3.

b. Plannisw Files. Correspondence relating to the
planning and development of courses and publications
(incloding manuals) prepared by the Center. Contains
official correspondence on the preparation or publication
of a text or manual, including recommendations and
comments and papers on related costs and technics I
mntt ers.

Transfer to nearest FRC when S years old. Destroy
when 10 years old.

c. Continuous Bike or Review IWes. Background
information collected by writers preparing new or revised
text of manuals, including correspondence, records of
contacts, or other sources of material, locations of

available reference documents, writers’ notes, and other
similar material.

Destroy 6 months after text of manual is pubtished.

d. Art Morgue and Illustrations Files. Original
illnstrittions, drawings, photogri] pbs, negatives and glossy
prints, clippings, and related materials used as
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illustrations in texts and manuals and related locator
cards.

Retain on board. Destroy when obsolete or
superseded.

e. Illustration Corr esDondence ~lles.
Correspondence and related papers pertaining to art
work to be used in publications. Include flow sheets,
work sheets of deleted materials, sources, and fists of
illustrations, copies of copyright permission letters, and
other related or similar records.

Destroy when 6 months old,

f. other Records of the Navv Traininc Publications
Center Relating to Its Publication Functions.

Apply appropriate 5600 series authority.

SsKM53

INSTRUCTION SYSTEMS DEVELOPMENT RECORDS

1. GENERAL CORRESPONDENCE FILES.
Housekeeping and administrative files reflecting the
planning, procedural development, organiziition,
appraisills, and background of the systems being
developed. (Exclude primary program correspondence
covered in paragraph 1000.1.)

Destroy when 2 years old, or when no longer
required for research or reference in developing
future systems, whichever is earfier.

Retain on board. Destroy when no longer required
for purpose of studies directed by higher authority
which may affect long-range Navy policy.

SSIC 1560

VOLUNTARY EIXJCATION RECORI)~

1. CORRESPONDENCE, REPORTS, AND OT1fER
RECORDS. Files relating to Voluntary Off-Duty
Educational Programs/Tuition Assistance Programs;
In-Service Veterans Administration Education Programs;
Predischarge Education Program; IIigh School
Equivalency Programs; Group Study; and Defense
Activity for Non-Traditional Education Support
(DANTES), including education reports (such as reports
of testing and inventories).

Destroy when 2 years old.

2. REFERENCE FILES. Files of material relating to
vohmtar y educational programs.

Retain on board. Destroy when superseded,
canceled, or no longer needed.

SSIC 1570

INACTIVE DUTY TRAINING RECORDS

1. INSTRUCTORS’ CLASS 1’ROGRAM CIIARTS.
Charts used to record naval reserve training progress for
all pay and non-pay drilfing units.

Destroy when 2 years old.

SsK_!s4

COMPUTER-MANAGED INSTRUCTION RECORDS

1. GENERAL CORRESPONDENCE FII.IW. Illes and
other records that document the overall management and
organization, quantitative information, studies, planning
data, background rationale, and statistical summaries.

a. Original Pager Cow . (Other thtm data described
in SSIC 1554.lb.)

Retain on board. Destroy when 10 years old or no
longer required for research or reference in
developing new operations, whichever is eartier.

b. Masmetic Statistical Datit. Data used for studies
directed by higher authority which may affect long-range
Navy policy.

2. RESERVE OFFICER AND ENLISTED PERSONNEL
TRAINING DUTY ORDERS AND ORDERS TO
PERFORM APPROPRIATE DUTY.

Destroy when 1 year old.

3. ALL OTUER RECORDS. (Exclude primary
program records filed under SSICS 1000.1 and 1500.1.)

Apply SSICS 1000.2 and 1500.2, as applicable.

SSIC 1571

ACTIVE DUTY FOR TRAINING RECORDS

1. REQUESTS FOR ACTIVE TRAINING DUTY
FROM OFFICER OR ENLISTED PERSONNEL AND
RELATED CARD OR OTHER INCIDENTAL
RECORDS.
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Retoin on board. Destroy after completion of
training or processing of request, whichever is Inter.

2. UNENDORSED COPIES OF ACTIVE DUTY FOR
TRAINING ORDERS FOR OFFICER AND ENLISTED
PERSONNEL.

Destroy 3 months after issue.

3. ENDORSED COPIES OF ACTIVE-DUTY
TRAINING ORDERS.

File in oficial oftlcer or enlisted service record.

SSIC 1580

INTERSERVICE TRAINING RECORDS

1. GENERAL CORRESPONDENCE FILES. Files and
other records maintained that document the overall
management and organization, planning, procedural
development, accomplishments, policy agreements,
organiziltion charts, and other similar papers. (Exclude
primary program records covered in SSIC 1000.1 and
1500.1,)

Apply SSIC 1000.2.

SSIC 1600-1699

PERFORMANCE AND DISCIPLINE RECORDS

SSIC 1600

GENERAL PERFORMANCE AND DISCIPLINE
RECORDS

1. GENERAL CORRESPONDENCE FILES.

Apply SSIC 1000.2.

$SIC 1601

DUTIES ANll WATCHES RECORI)S

1. GENERAL CORRESPONDENCE FILES. Files
which relate to the internal operation and administration
of duties and watches.

Destroy when 2 years old or when purpose is served,
whichever is earfier.

SSIC 1610

PERFORMANCE AND CONDUCT RICORDS

1. GENERAL CORRESPONDENCE FILE. Files
relating to the routine, day-to-day administration of
personnel performance and conduct.

Destroy when 2 years old or when purpose is served,
whichever is eartier.

SwMu

OFFICER PERFORMANCE AND CONDUCT
RECORDS

1. GENERAL CORRESPONDENCE FILES. (Exclude
primary program records covered under 1000.1,)

Apply SSIC 1000.2.

SSIC 1616

EN[.ISTED PERFORMANCE AND CONDUCT
RECORDS

1. GENERAL CORRESPONDENCE FILES. (Exclude
primary program records covered under 1000.1.)

2.

3.

Apply SSIC 1000.2.

ENLISTED EVALUATION WORKSIIEETS.

Retain on board. Destroy when enlisted evaluation
report is filed in enlisted service record.

INLISTED EVALUATION REPORTS.

a. When Individual is Semwnted from the Service.

Destroy after separation.

b. When Individual Reenlists Immediately After
Discharge.

Transfer to new service record.

c. Activity CoDies.

Destroy when 2 years old.

SSIC 1620

J)ISCIPLINE RECORDS
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1. GENERAL CORRESPONDENCE FILES. Files
relating to disciplinary affairs and to the operation and
administration of places of confinement.

7. MINOR OFFENSE RECORDS. Records, including
case files, showing punishments awarded and records of
accomplishment thereof for minor offenses.

Apply SSIC 1640, Retain on board. Destroy after completion of
punishment.

2. UNIT PUNISHMENT BOOK OR DIARY PAGES.
8. REPORTS OF INFRACTIONS OF BASE
REGULATIONS BY SIUPBOARD PERSONNEL. These
reports are made to or by the Senior Oflicer Present
Ashore (SOPA) to the base or to ships and are held by
amphibious bases and other shni]iir activities.

Destroy when 2 years old.

3. MINOR OFFENSE REPORTS OR RELATED
RECORDS. lWes dealing with violations and offenses
reported for disciplinary action, including Report and
Disposition of Offenses. Destroy when 1 year old.

a. Navv Retsorts. SSIC 1621

Destroy after information is entered in Unit
Punishment Book or diary.

OFFICfiR DISCIPLINE RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
accumulated in connection with the routine, day-to-day
administration of ofticer discipline programs. (Exclude
primary program correspondence tiled under 1000.1.)
whichever.

b. Marine Corm ReDorts. Files of incidents and
miscellaneous offenses.

Destroy when 3 months old.

4. COURTS-MARTIAL RECORDS. Destroy when 2 years old or when purpose is served,
whichever is eartier.

Apply SSIC 5813.
SSIC 1626

5. 1,1ST OF RESTRIC~ED PERSONNEL..
ENLISTED DISCJPLINE RECORD!j

Destroy when 1 year old.
1. GENERAL CORRESPONI)ENCE FILES. Records
accumulated in connection with the routine, day-to-day
administration of enfisted discipline progrtims. (Exclude
prinuwy program correspondence filed under 1000.1.)

6. DISCIPLINARY CASE FILES. Files of’Marines
assigned to special foreign duty with the Department of
State and maintained by “Company F,” IIeadquarters
Battafion, Headquarters, U.S Marine Corps, and case
files of brig prisoners. Destroy when 2 years old or when purpose is served,

whichever is earlier.
a. Sr)ecial Foreism Dutv Marines.

2. DESERTER RECORD CARD. (Exchsde copies which
become part of the official service record.)(1) Action pending by the Department of State or

U.S. Miu-he Corps
Destroy when 2 years old,

Destroy 1 year after completion of punishment.

(2) No action pending by the Department,of State
or U.S. Marine Corps. &IORE PATROL AND MILITARY POLICE RECORDS

Destroy 1 year after date of detachment of indi-
vidual.

1. GENERAL CORRES1’ONDENCE FILES. Files
relating to the administration of master-at-arms, shore
patrol, and military police including rough logs of the
office.h. Brig Prisoners

Destroy 2 years after release. Destroy when 2 years old.
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2. I)ESK REFERENCE CARD FILES. Files are card
indices containing the names of persons who me
identified in military police reports as subject, victim,
compli]inant, or witnesses in connection with a complaint.
(For fingerprint cards, see SIC 3850, pariigri]ph llc.)

Retiikr on board. Destroy 5 years after date of last
entry. (N1-NU-97-4)

3. ARREST AND DETENTION RECORDS. (See SSIC
5580, paragraph 1.) OW-NU-97-4)

4. PROPERTY RECEIPTS AND PROPERTY RECEIPT
ENVELOPES. (Use SSIC 5580, paragraph 12.) (Nl-NU-
97-4)

SSIC 1640

CONFINEMENT RECORDS (N1-NU-93-7 pending)

1. GENERAL CORRESPONDENCE FILES. Files
relating to the general operations and administration of
correctional centers and facilities, brigs, and detention
facilities including activities educational training reports,
correspondence, and other general records. @xchsde
primary program records maintained by BUPERS filed
under SSIC 1000.lh of this instruction).

Destroy when 2 years old.

2. CONFINEMENT RECORDS CASE FILES FOR
COURTS-MARTIAL PRISONERS AND
CONFINEMENT IMPOSED BY NON-JUDICIAL
PUNISIIMENT. Files consist of all correspondence,
reports, and other records in connection with the case,
including screening reports, admission sonnnimies or
supplements, periodic program reports, disciplinary
reports (mast report slips), special medical or psychiatric
reports, and other records relating to the prisoner’s
conduct and assignments while confined. (Exclude any
records required to be filed in the offrcial personnel
record.)

a. Files of rsrisoners transferred from A[loat or
Asbore Brim to Consolidated Brigs.

Trimsfer case file to new continernent facility.

b. Files maintained bv Ashore Brim under the area
$oordinati(m of Conrmander in Chief, U.S. Atlantic Fleet,
Commander in Chief, U.S. Naval Forces Eurooe, and
CNET: Afloat Brim on Atlantic Fleet Shins; and Nnvy
Consolidated Brig Charleston.

Retire to FRC Atlanta 2 yeiirs after release from
confinement or expiration of parole. Destroy when
25 years old.

c. Files maintained bv Ashore Brim under the twe~
coordination of Commander in Chief, U.S. Pacific Fleet{
Afloat Brigs on Pacific Fleet Shim: and Navy
Consolidated Brig Miramar.

Retire to FRC Los Angeles 2 years after release from
confinement or expiration of parole. Destroy when
25 years old.

3. CORRECTIONS MANAGEMENT INFORMATION
SYSTEM (CORMIS). An automiited administrative
tracking system of prisoners and detainees confined at
Naval Brigs. System contains personal data extracted
from prisoner/detainee service record, information on
offenses and sentences, and internal administrative data
for use at the Brig. The data base is maintained at the
BUPERS and is accessed by all Navy Brigs. System
produces weekly, monthly, and quarterly prisoner status
reports.

a. lIistorv File of Prisoner Data.

Permanent. Initially transfer to NARA records of all
prisoners released from confinement in 1989 and
prior years. Thereafter trarrsfer annually the
“ilistory File” of prisoners released 5 years ago. All
data transfers will be in accordance with 36 CFR
s1228.

b. IIistrov File Documentation.

Permanent. Transfer complete copy of
documentation with initial transfer of IIktory File
(SSIC 1640.3a). Transfer updated documentation
with subsequent annual transfers.

c. Current File of Prisoner Data.

Move records to History File of Prisoner Data when
prisoner is released. Delete backup files after third
system update.

d. Data files related to the Staff Module.

Delete backup files after the third system update.

4. LOG BOOK RECORDS MAINrAINED BY BRIGS.

a. Briu Log. A chronological wutch-to-watch
accounting of significant events or actions that take place
in the Brig. Include bed checks, roll calls, staff visits and
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inspections, fires, esc~pes, riots, suicides, chimge of
watch, emergency drills, and similar incidents. (Exclude
prisoner/detainee counts, confinement and release
information, departure and return of prisoners, and
other information contained in CORMIS.)

Retire to FRC Atlanta or FRC Los Angeles when 2
years old or when total accumulation is at least 1
cubic foot, whichever is later. Destroy when 25 years
old.

b. Discit)linsm Log. A record of each disciplinary
report and the action taken by the commanding officer.
Include prisoner name and SSN, date, and a brief
statement of the offense.

Destroy when 2 years old.

c. Visitors Log. A chronological rticord of all visitors
to prisoners confined. Include date of visit, time iu/out,
name of visitor, verification of visitor identification,
purpose of visit, and name of prisoner/dctilinee visited.

Destroy when 2 years old.

d. Privil~. A record of
privileged correspondence sent or received b y
prisoners/detainees. Include date correspondence sent or
received, addresser, nddressee, and signature of mail
supervisor.

Destroy when 2 years old.

e. Medical Log. A chronological record of treatment

administered by doctors or hospital corpsmen to
prisoners/detainee. Include prisoner name and SSN, date
of treatment, nature of complaint, treatment
administered, medication issued, signature of person
administering treIItment, and signature of
prisoner/detainee receiving treatment.

Destroy when 2 years old.

5. MONTIILY REPORT OF PRISONERS (BUPERS
1640-1). Lists of persons confined, including reports of
prisoners received and released. (Report prepared by
Afloat and Ashore Brigs only.)

Destroy when 3 years old.

6. CONFINEMENT AND RELEASE RECORDS.

a. OriQinal documents.

b. CoDies maintained by Brig.

Destroy 2 years after release of prisoner.

7. RECORDS OF PERSONAL PROPERTY AND
FUN1)S OF MEMBERS CONFINED. Documents
pertaining to the custodianship of personal funds and
property of prisoners confined in Navy Brigs and
reflecting accountability for the receipt, disbursement, or
other disbursement of such funds and property. These
files include individual and summary receipt vouchers,
stiitement of prisoner’s accounts; petty cash vouchers;
summary disbursement vouchers; record of prisoner’s
personal deposit funds; requests for withdrawal and
notification of expenditure of prisoner’s personal funds;
prisoner’s cash account records and personal property
tists; personal property transmittal stip; request slip for
withdrawal of personal property; personal property
permit; request and receipt for health and comfort
supplies; activity reports; custodian’s certificates;
checkbooks, including cancelled checks and check stubs;
bank statements; and similar documents,

Destroy 10 years after release of prisoner.

SSIC 1650

DECORATIONS, MEDALS, AND AWARDS RECORDS

1. BOARD OF DECORATIONS AND MEDALS,
NAVY DEPARTMENT RECORDS.

a. Board’s Case Files. Correspondence,
recommendations, and other supporting documentation
regarding individual and unit awi]rds requiring approval
by the Secretary of the Navy. File includes the record of
actions taken by the Board on each case presented for
consideration.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 25 years old. (N1-NU-92-14)

b. Board of Awards File. World War 1 tile of
originid reconunendations for decorations and awards,
records of action taken, and relilted correspondence.

Permiment. Retain on board. Offer to NARA
immediately.

c. Files of Recommendations Made to the Board.
Files regarding extraordinary heroism cases, and card
(progress) records used to determine retirement pay
increases for enlisted personnel.

File in confinement case file under SSIC 1640.2
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Retain on board. Destroy when no longer needed to
determine any possible retirement benefits.

d. Master Record of Awards. A master record of
individual awards to Navy and Marine Corps personnel
maintained by the Board of Decorations iind Niedals.
File includes awards approved by SECNAV and those
authorized for approval by subordinate commanders.
Record includes service member’s name, service
nrrmber/SSAN, award recommended, award approved,
and a narrative summary of the citation. A second
section of the file contains activities awarded Unit Awards
and the dates of eligibility.

(1) Silver halide microfihn and one reference
copy of Master Card File (1920-1977) mi~intained by tbe
Board of Decorations and Medals.

Permanent. Transfer to NARA in 2027 or when no
longer needed for reference, whichever is sooner.
(NI-Nu-92-14)

(2) Original Card File (1920-1977) in the custody
of the Director of Naval Ifistory. (NI-NU-92-14)

Destroy when no longer required for reference.

(3) Awards Information Management System
(AIMS). Electronic records of individual personal
awards 1976 and continuing and unit awards 1941 and
continuing maintained by tbe Board of Decorations and
Medals. The system does not fist individual campaign
service awards.

(n) Electronic Files.

Permanent. Initially transfer a copy of the “history”
files for tbe years 1976 to 1989 to the National
Archives in accordance with 36 CFR 1228. Transfer
a copy of the file of records being moved from the
“active” file to the “history” tile at the time records
are being moved from the “active” to the “history”
tile. This file should contain the complete records
used in the “active” file rather than the abridged
records stored in the “history” file. ‘t’he file should
meet the requirements set forth in 36 CFR 1228.
(N1-NU-92-17)

(b) Documentation.

Permanent. Transfer the documentation for the
“history” files to the National Archives with the initial

transfer of the “history” files. Transfer the
documentation for the “active” files with each

subsequent transfer of the “i~ctive” files. (N1-NU-92-
17)

e. Board’s General Corresr)ondence File. Routine
administrative correspondence of the Board of
Decorations and Medals. Included are reference
inquiries, requests for duplicate citations, requests to
upgrade awards, and related records.

Destroy when 3 years old. (N1-NU-92-14)

f. CoDies of Citations rmd I.etters of Transmittal.
(Exclude the Board’s official records and copies to be
filed in oficial personnel folders.)

Destroy when 2 years old.

2. CORRESPONDENCE AND RELATED RECORDS.
Recommendations and supporting documentation
concerning personal decorations, citiltions, medals or
awards to naval personal or units. These records are
accumulated by Navy and Marine Corps commands that
have not been delegated authority to grant awards.
Exclude records of the Board of Decorations and Medals,
Headquarters U.S. Marine Corps, BUPERS, and
documents appropriately tiled in service members official
service jacket.

Destroy when 3 years old. (N1-NU-92-14)

3. RECORDS OF CITATIONS, AWARDS, OR
COMMENDATIONS AWARDI1) BY COMMANDS OR
OTIIERS UNDER AUT11ORITY DELEGATED TO
TIIEM TO MAKE SUCII AWARDS. Case files
maintained by the awarding authority to include
recommendations, supporting documents, and related
correspondence.

a. Case tiles of awards of hleritorions Service
Medills. and Ak Medals maintained bv CNO, CMC. tmd
fleet conunanders in chief.

Retire to WNRC when 3 yeilrs old. Destroy when 25
years old. (N1-NU-92-14)

b. Case files and other records of awards of Navy
and hlarine Corm Commendation Medals, Nitvv and
Marine Corm Achievement Medals, and Purr)le Ileart
Medals maintained bv CNO, CMC, fleet commanders in
chief, tvoe commanders. and nnit commanding ofllcers.

Retire to WNRC when 2 yeitrs old. Destroy when 15
yeiws old. (N1-NU-92-14)

III-l-35



SECNAVINST 5212.5D
22 April 1998

4. MEDALS AND AWARDS SYSTEM. A computerized
file of records of individual awards granted to Navy
personnel maintained by the BUPERS. This system
consists entirely of extracts from the Awards lnfornmtion
Management System (AIMS).

a. Electronic Files.

Delete when no longer needed. (N1-NU-92-17)

b. Documentation,

Destroy when canceled, superseded or no longer
required. (N1-NU-92-17)

SSIC 1700-1799

MORALE AND PERSONAL AFFAIRS RECORDS

SSIC 1700

GENERAL MORALE ANI) PERSONAI. AFFAIRS
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the operation and administration of morale
and personal affairs matters including recreation and
social affairs, informational services, commercial on-base
solicitation, credit unions, retirees, Naval Ilome, personal
and family benefits (including correspondence relating to
Government-sponsored insurance programs and voting
rights), ID card determination, and entitlement for
dependent’s aid, civil readjustment and veterans affairs,
casualties and survivors benefits, athletic competitions,
publishing of station papers, hobby crafts, Navy-Marine
Corps Relief Society, iind American Red Cross.

Destroy when 3 years old.

2. ALPHABETICAL (NAME) FILES. Files consisting
of correspondence with individuals, dependents, i~[]d
other interested parties relating to individual personal
affairs matters. (Exclude correspondence required to be
filed in official service record folders.)

SOLICITATIONS. Files concerning violation incident
data, denial data, letters of application for solicitation
privileges, letters of accreditation, appeal data, and other
support documents.

Destroy when 4 years old or purpose is served,
whichever is earlier.

4. CREDIT UNION MATTERS.

Apply SSIC 1700.1.

5. ~EpENDENTS’ SERVICE ANI) SUPPORT. Files
include items such as survivor benefits support system
master file, Dependent Scholarship Program
Applications, Transcript Request Forms, Applications for
Uniformed Services Identification and Fhivilege Cards,
and Retired Naval Personnel Newsletter.

Destroy when I year old.

SSIC 1710

RECREATION AND SOCIAI. AFFAIRS RECORDS

1. GENERAL CORRESPONDENCE. Files pertaining
to the operation and administration of recreational
facilities and activities.

Destroy when 2 years old.

2. POLICY PAPERS/PRIICEl)ENr FILES. Files
relating to recreation activities such as instructions,
directives, and other documents; establishing policies,
procedures, and precedents for operation, review, etc., of
morale, welfare, and recreation filcilities, activities, and
programs.

a. Records Concernirw Onzoins? Actions of the
Nonarm rorsriated Fund Instrumentality. Letters of
autllorizittion to couunence Operiltion, change in mission,
permiulent waiver to regulations, etc.

Transfer to nearest FRC when no longer needed.
I)estroy when 10 years old.

a. Routine Inuuiries and Reauests.
b. Other Records,

Destroy when 6 months old.
I)estroy when rescinded or superseded,

b. All Other Files.
3. STUDIES, ANALYSES, AND SUMMARIES.

Destroy when 2 years old.
Destroy when 3 years old.

3. CORRESPONDENCE AND RECORDS OF .
PERSONAL COMMERCIAL AFFAIRS
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4. OTHER REPORTS, Files not covered elsewhere
(minutes of meetings, inspections, reviews, etc.).

Destroy when 2 years old.

SSIC 1720

INFORMATION SERVICES RECORDS

Apply SSICS 1700 and 5720.

SSIC 1730-1739

GENERAL CIIAPI.AINS AND RELIGIOUS AFFAIRS
RECORDS

1. IMMEDIATE OFFICE RECORDS OF TIIE CIIIEF
OF CHAPLAINS. Files representing primary program
documentation for the chaplain and religious affairs
program, including sehxted active duty chaplain annual
reports.

Permanent. Transfer to WNRC when tiles become
inactive. Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE FILES. Files
regarding the maintenitnce and administration of
chaplains, the performance of ministry, and collateral
duties that are used for evaluating the effectiveness of
local command religious programs and utilization of
chaplains.

Destroy when 2 yeiws old.

3. FILES OF ClIAI’LAINS’ OFFICES. Files re~ilthsg to
observance of special days that are used for reference
and planning purposes.

Destroy when 2 Yeit[-sold.

4. ClIAPLAINS’ REPORT.

a. Inactive T)utv Nilv~l Reserve Chas)hiins’ Annual
ReDorts.

Destroy when 2 yei]rs old.

b. Active Dutv Navv Chaolains’ Annual Rermrts.
(Copies not covered in SSIC 1730.L)

Destroy when 2 yens-s old.

c. Active Dutv Navv Senior ChaDlains’ Annual

-s. (Copies not covered in SSIC ~730.L)

Destroy when 2 years old.

d. Terminal Audit ReDorts.

Destroy after audit reports have been made and
recorded.

SSIC 1740

PERSONAL AFFAIRS AND BENEFITS RECORDS

Apply SSIC 1700.

Sslc 1741

INSURANCE RECORDS

Apply SSIC 1700.

SSIC 1742

VOTING RECORDS

1. GENERAL RECORDS.

Apply SSIC 1700.

2. VOTING ASSISTANCE GUIDE i.NAVPERS 15562).

Retain for 2 years or until replaced, then destroy.

SSIC 1746

MESSES RECORl)S

1. GENERAL CORRESPONDENCE. Files relilting to
the operation and administration of messes and
consolidated package store activities.

Destroy when 2 years old.

2. POLICY PAPERS/PRl?CEDENT FILES. Files such
as selected instructions, directives, and documents
relating to messes and consolidated package store
activities.

i). (huzoine Actions of the Nrmamsrooriated Fnn@
Instrumentality Records. Letters of authorization to
COIMllf311Ce operation, change ifl IIkSiOII, pC!rIlltUN3St

waiver to regulations, etc.
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Transfer to nearest FRC when no longer needed.
Destroy 10 years isfter transfer.

b. Other Records.

Destroy when rescinded or superseded, whichever is
earlier.

3. STUDIES, ANALYSES, AND SUMMARIES. Files
relating to the operation of clubs, messes, and
consolidated package store activities.

Destroy when 3 years old.

4. OTHER REPORTS. Files not covered elsewhere
(minutes of meetings, inspections, reviews, etc.).

Destroy when 2 yeiirs old.

5. FINANCIAL RECORDS. Files relating to the”
operation of nonappropriated messes and consoliditted
package stores.

Apply appropriate subsection of SSIC 7010.

6. PERSONNEL RECORDS FOR CIVILIAN
NONAPPROPRIATED FUND EMPLOYEES

Apply SSIC 7010.4.

SSIC 1750

DEPENDENTS’ AID (ASSISTANCE) RECORDS

Apply SSIC 1700.

SSIC 1751

(1) Files concerning waivers of indebtedness,
garnishment of pay, Basic Allowance for Quiu-ters
(BAQ), support of dependents, and divorce.

Retain at DFAS Cleveland until member is
discharged or retires, then transfer to nearest FRC.
Destroy 10 years after transfer.

(2) Other DFAS Records.

Destroy when 3 years old.

b. Other Records.

Destroy when 3 years old.

2. ALPIIABETIC (NAME) FILES. Files consisting of
correspondence with individuals, dependents, and other
interested parties relating to individual persona] affairs,
support of dependents, welfare of dependents, and
garnishment of pay. (Exchlde correspondence required
to be filed in official service records.)

Apply SSIC 1752.1.

Ss[c 1754

MARINE CORPS KEY VOLUNTEER NETWORK

a. Records and document~tion relatin~ to Doficv and
guidance for the Kev Volunteer Network.

Retire to the WNRC when 4 years old. Transfer to
NARA when 20 years old.

h. Administrative and program records, mav include
fundin!~ nhms (budeet) fOr ncmarsorofriated/nDDroDriated
fumis and as)pointment letters.

DEPENDENTS’ AI. LO}VANCES RECORDS
Destroy when 5 years old.

Apply SSIC 1700.5.
SSIC 1755

SSIC 1752
DEIWNININTS’ SC11OOLING RECORDS

DOMESTIC RELATIONS RECORDS
1. DOMESTIC.

1. CORRESPONDENCE AND OTHER RECORDS.
Files incidental to the personal affairs, domestic relations,
support of dependents, divorce, garnishment of pay, etc.
(Exclude correspondence required to be tiled in official
service records.)

a, DFAS CIeveli)od Records.

a. Students’ Individual Records. The official record
maintained for each individual student enrolled in
elementary, middle, and secondary schoofs. As a
minimum, reflects full name of student; date and place of
birth; dates of entrance smd withdrawal; promotions,
failures, credits, and grades earned; standardized test
scores (achievement, aptitude, etc.); summary of
attendilnce by year or semester; and teachers’ conunents.
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Destroy when transferred to magnetic tape.

b. Machine Readable Data Files (Magnetic la~es).

Destroy when 75 years old.

2. ALL OTHER SCIIOOLS. (See DOf) AI 15, Item
603.)

SSIC 1760

CIVIL READJUSTMENT ANI) VETERANS AFFAIRS
RECORDS

1. RECORDS CONCERNING VETERANS RIGIITS,
BENEFITS, AND PROBLEMS. Files arising fronl
rea~ustment to Chifiim life, including information
correspondence with veterans, their beneficiaries, the
Department of the Ni]vy, and veterans organizations and
associations.

Destroy when 1 year old.

SSIC 1770

CASUALTIES AND SURVIVORS’ BENEFITS
RECORDS (N1-NU-98-5 pending)

1. RECORDS ON lNI)IVIDUAL CASUALTIES AND
DISASTER REPORTS, AND REPORTS SUBMITTED
TO AND RECEIVE1) FROM THE DEPARTMENT OF
TIIE NAVY. Casunlty folders, to include reports of
death, summary of assistance provided, pay vouchers,
DD 1300s, Servicemen’s Group Life Insurance/
Government insurance payment documentation and
general correspondence concerning the adjudication of
benefits (e.g., death gratuity, arrears in pay, 11) Card
entitlements, Survivor Benefit Plan (SRP) elections, and
Veterans Administr;]tion (VA) benefits. @.XChlde
pritnary program records covered in SSIC 1000.1.)

a. Individual Case Files.

Permanent. Transfer to WNRC when 3 yeilrs old.
Offer to NARA when 25 years old.

b. Survivor Benefit Plan (SBP) Records.

Permanent. Transfer to WNRC when 3 years old.
Offer to NARA when 25 years old.

c. All other records.

Destroy when 6 years old, unless otherwise instructed
by BUPERS. Prisoner of warhnissing in action

(l’OW/MIA) records (e.g., Vietnam MIA cases) are
retained beyond the 6 years, screened periodically,
and destroyed once case is closed/remains returned,
as appropriate.

SSIC 1771

CASUALTIES RECORDS

1. CORRESPONDENCE, MESSAGES, AND REPORTS
PERTAINING TO PERSONNEL CASUALTY
INCIDENTS. Files include reports submitted or received
from the Department of the Navy. (Exclude information
to be filed in official service record folders.) These
records should be transferred to NARA because of
numerous requests received for World War (WV) 11
casualty lists for specific incidents involving individual or
bu-ge numbers of casualties, narratives by survivors, etc.
This information is requested by family members and
historiims, and by organizations which are dedicating
men}orii~ls, For example, records pertaining to the
Beirut bombing of 1983, loss of USS TIfRES1fER, WW
11 Battle of Midway.

Permanent. Transfer to WNRC when 3 yeurs old.
Transfer to NARA when 25 years old.

2. ALP1L4BET1C CASUALTY CARDS. Files, including
DD 1300s (Report of Cm.ualty), on deceased ni]val
personnel (active and inactive). These records should be
transferred to NARA because of requests for death
certificates by next of kin for benefits, genealogical
records, etc. Requests for names of individoiil casualties
by various organizations are used in the dedication of
llleUlol”iiLh.

Permanent. Transfer to WNRC when 3 years old.
Trimsfer to NARA when 25 years old.

SSIC 1772

~URVIVORS’ BENEFITS RECORDS

1. l)EPARTMENr OF TIIE NAVY SURVIVOR
11J3NEFITS POLICY RECORDS. These records include
precedent setting legal opinions by the Judge Advocate
GeneL”a[(JAG), Office of General Counsel, and
Comptroller General that inlluence the payment of
benefits based on paternity of the Navy member. These
records concern entitlement of family members who may
or UUIYnot be absolved of my felonious intent in
connection with a Nilvy member’s death, i.e., death
gratuity, unpaid pay and allowances, andlor legal
payments accorded to questionable beneficiary
designations.
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Permanent. Transfer to WNRC when 3 years old.
Transfer to NARA when 25 years old.

SSIC 1780

EDUCATIONAL BENEFITS RECORDS

1. PRIMARY PROGRAM RECORDS. General
correspondence tiles of the OffIce of the Chief of Naval
Operations consisting of correspondence, studies, reports,
and other records that reflect the overall development
and accomplishment of plans, policies, progriuns, and
procedures relating to its primary program
responsibilities of educational benefits.

Permanent. Tri]nsfer to WNRC when 4 years old or
when files are no longer needed, whichever occurs
earlier. Transfer to NARA when 20 years old.

2. LEGISLATION AND CONGRESSIONAL ACTION
RECORDS. Files of the CNO that document essential or
important policy transilctions relating to Iegisliltive
proposals and enactments, congressional investigations,
and other congressi ona Imatters.

Permanent. Transfer to WNRC when file becomes
inactive. Trvussfer to NARA when 20 years old.

3. LEGISLATIVE PRO1’OSALS.

a. Legislative l’ro~)osal Files. Drafts of proposed
legislation and Execotive Orders together with supporting
papers and comments reelecting the Department of the
Navy position on proposed legislation or legislation
already introduced in Congress.

Permanent. Transfer to WNRC when tile becomes
inactive. Transfer to NARA when 20 years old.

b. Letzislntive Reference Files. Copies of proposed
legislation and of Executive Orders accumulated for
information, excluding files covered in paragraph 3a.

Destroy when no longer needed.

4. LEGISLATIVE ENACTMENTS. Reference files of
copies of legislative enactments.

Permanent. Transfer to WNRC when 4 years old or
when file becomes inactive. Transfer to NARA when
20 years old.

6. FILES CONCERNING VETERANS’
EDUCATIONAL BENEFITS AND RELATED
PROBLEMS. Files consisting of information
correspondence with veterans, the Department of the
Navy, Veterans Administration, and veterans
organiziltions and associations.

Destroy when 4 years old.

SSIC 1800-1899

RETIREMENT RECORDS

SSIC 1800

GENERAL RETIREMENT RECORDS

1. NAVAL 11OME RECORDS. The Naval IIome is
operi~ted for retired and veteran personnel.

a. General Corresr)ondence Files. Records relating
to the Governor’s doties in operating the Home and to
the lodging, heiikh, safety, welfare, and comfort of
personnel legally admitted to the lIome as beneficiaries
under its regulations, including correspondence with the
Depiwtment of the Navy, other government agencies, and
individuals.

Retain on board. Destroy inactive files when no
longer needed.

b. Correspondence with or Relatinc to Armlicants
Reiected for Admission to the Ilonre.

Retain on board. Destroy inactive files when 5 years
old.

c. Admission Record and Command Log. Records
include chronological log of absences, masts and normal
or UrSUSUill events.

Retiiin on board. Destroy inactive files when 5 years
old .

Destroy when no longer needed.
d. Iodividot]l Personnel rrod lIealth Care Folders.

5. LEGAL OPINION RECORDS. Legal decisions or
opinions on educational benefits matters relating to laws,
regulations, administrative decisions, and directives
affecting the Department of the Navy.

(1) Death of beneficimy.

Retitin on board. Place in inactive file upon death.
Destroy 10 years after death.
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(2) Discharge of beneficiary. SSIC 1830

Retain on board. Place in inactive file upon
discharge. Destroy 25 years after discharge.

e. Plans (tracirws and blueprints) or Phvsicnl Phmts
jmd Lavout of the Ilome.

Retain on board. Destroy when no longer needed for
administrative purposes.

f. Plans (tracing and bIueDrints) or Phvsical Plants
rmd Layout of Mount Morinh Cemetery. (Records
created on or before 18 Jnly 1977 are Navy records.
Mount Moriah Cemetery was transferred to the
Veteran’s Administration control on 18 July 1977.)

Permanent. Trimsfer all existing records to FRC,
Philadelphia. Transfer to NARA when 20 y~iirs old.

SSIC 1810-1819

REGULAR NONDISAIIILITY RETIREMENT
RECORDS

REGULAR NONTNSABILITY RETIREMENT
RECORDS

1. CORRESPONDENCE FILES. Files relating to the
processing of officer and enlisted navtd personnel for
nondisabilhy retirement and to the administration of
nondisability retirement functions.

File in microfiche record (military service jacket,
SSIC 1070.1) after completion of retirement
processing.

SSIC 1820

RESERVE NONDISAIIILITY RETIREMENT
RECORDS

1, GENERAL CORRESPONDENCE FILES. Files
relating to individual queries and applications for reserve
retirement, computation for and notifications of eligibility
for reserve retirement benefits including copies of orders
to the retired reserve. (Congressional inquiries and
BCNR requests received on subject file number some-
times date back afmost 50 years.)

Transfer to NPRC (MPR) when 2 years old. Destroy
when 50 years old.

FLEET RESERVE RECORDS

Apply SSIC 1810,

SS[C 1850-1859

DISABILITY RETIREMENT RECORDS

TIIE RECORDS IN THIS (1850-1859)SERIES RELATE
TO INDIVIDUAL CASE FILES (OFFICER AND
ENLISTED) OF DISABILITY EVALUATION
PROCEEDINGS; MEDICAL BOARD REPORIS;
FINDINGS OF PHYSICAL EVALUATION BOARDS;
MEDICAL REPORTS FROM VETERANS’
ADMINISTRATION AND CIVILIAN MEDICAL
FACII.ITIES; COPIES OF PRIOR ACTIONS TAKEN
IN TIIE CASE; TRANSCRIPTS OF PHYSICAL
EVALUATION BOARD HEARINGS; REBUl”rALS
SUBMITTED BY TIIE PARTY; lNTRA- AND
lNTER-AGENCY CORRESPONDENCE CONCERNING
TIIE CASE; CORRESPONDENCE TO AND FROM
TIIE RIEMBER, MEMBERS OF CONGRESS,
A’I”IY)RNEYS, AND OTIII~R INTERESTED PARTIES;
l,][YSICAL REVIEW C()~CIL ACTIONS; AND

PIIYSICAL DISABILITY REVIEW BOARD ACTION.

SSIC 1850

J)ISAIIILITY RETIREMENT RECORDS (N1-NU-98-7
pending)

L ORIGINAL DISABILITY EVALUATION
PROCEEDINGS.

a. Ihlrd CoDv Case Files Closed 31 JJecemher 1977
and Eiwlier.

Retire to WNRC. Destroy when 75 years old.

h. Iiard Cor)v Case Files Closed 1 Januorv 1978 to
~1 December 1987.

Destroy after microfilming and film is verified for
nccuracy and completeness.

(1) Negative Microfiche Copies.

Retire to WNRC when 5 years old. Destroy when 75
y~iirs old.

(2) Positive Microfiche Copies.
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Retain on board. Destroy when no longer ne~ded for
reference.

(3) Case Index of Disability Proceedings

Retain on board. Destroy with related records.

c. Hard CoDv Cose Files Closed 1 .Ianoarv 1988 and
~r.

Retire to WNRC when 1 year old. Destroy when 75
years old.

d. Cassette Recordings.

Retire to VVNRC when 1 year old. Destroy when 4
years old.

e. @ticaI Disk.

Retain on board. Destroy when 75 years old.

SSIC 1900-1999

~EPARATION RECORDS

THE RECORDS IN ‘1’IIIS (1900-[999) SERIES ARE
RELATED TO GENKRAL SEPARATION RECORDS
AND INCLUDE ENLISTED (RELEASE FROM ACTIVE
DUTY, RESERVE) AND OFFICER (RELEASE FROM
ACTIVE DUTY, RESERVE) RECORDS.

SSIC 1900

GENERAL SEPARA”flON RECORDS

1. GENERAL CORRINWONDENCE FILES. Files
relating to the processing of naval personnel for
separation and to the general administration of
separation functions.

h. BIJPERS and IIOMC. One copy of each order to
be filed in individual’s service record. (Navy orders are
forwarded with endorsements and other separating
documents or forms to BU1’ERS as provided in the
MILPERSMAN. Marine Corps copies are forwarded as
provided in MCOP 1900.16, the Marine Corps
Sepnriltion and Retirement Manual.)

File in appropriate individual’s personnel
record/service jacket.

c. All Other CoDies.

Ikstroy when purpose is serve.

3. PERIODIC REPORTS OF SEPARATION. Reports
made to the Department of the Navy such as copies of
reports of recruits discharged during recruit training and
reports of eilriy separation.

IIestroy when 1 year old.

4. WORK OR CIIECK-OFF SHEET CARDS OR
OTIIER RECORDS. Files used locally for billeting,
bunking, certification, or processing purposes.

Destroy after individoill is separated.

5. ORIGINAL ADMINISIRATIVE DISC1lARGE
RECORDS. Files relating to individual cases including
briefs and recommendations, transcripts of board
proceedings, and correspondence with interested parties
relating to the disposition of the case maintained by
BUPERS and IIQMC.

Me in individual’s service record.

6. ACTIVITY COPIES OF ADMINISTRATIVE
DISCIIARGE RECORDS.

Destroy when 2 years old.
Destroy when 2 yeilrs old.

2. SEPARATION DOCUMENTS. Files include
documents such as the Report of Separation from the
Armed Forces of (he United States for individual
member.

a. Activities Cooies,

Destroy when 2 years old or after terminal date of
reserve obligation if obligated for further serv”ice,
whichever is lilt et-. (See 1070)
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CHAPTER 2

‘173LECOMMUNICA’ITONS RECORDS

f3SIc 2000-295Q

THE RECORD6 DESCRIBED IN THIS CHAPTER
RELATE TO THE MANAGEMENT AND OPERATION
OF ALL TYPESOF COMMUNICATION SERVICES
AND Facilities.THEY ARE CREATED OR
ACCUMULATED BY DEPARTMENTAL BUREAUS,
HEADQUARTERS MARINE CORPS AND NAVY AND
MARINE CORPS OFFICES AND FIELD ACTIVITIES
THAT EXERCISE MANAGEMENT CONTROL OR
FORMULATE AND PRESCRIBE GENERAL
COMMUNICATIONS POLICIES AND PROCEDURES
AND BY ACTMTIES AND OFFICES APPLYING
THESE PROCEDURES AND PROVIDING
COMMUNICATION SERVICES.

fmc 2000-2099

TELECOMMUNIC ATIONS SYSTE MS RECORDS

SwXH!!l

GENE RAL TELECOMMUNIC ATIONS SYSTEMS
REcou

1. PRIMARY PROGU CORRESPONDENCE. FILES
OF THE OFFICE OF THE CHIEF OF NAVAL
OPERATIONS (OPNAV) (NO, COMMANDE R, NAVAL
COMPUTER AND TELECOMMUNICATIONS
COMMAND (NCrc), AND co MMANDER, SPACE
AND NAVAL WARFARE SYSTEMS COMMAND. Files
include correspondence, studies, and reports that
documant the planning and development of
telecommunications programs, policies, procedure-s,
methods, md significantaccompUabments. Files retired
under this number are from the immediate offices of the
rmnmandera named above and &om program
cowdinators and action officers under their command.
(For routine, general correspondence documenting the
day to day adminktr ation of these headquarters, use
subparagraph 2000.2.)

Permanent. Retire to the Washington National
Records Center (WNRC) when 10 y!?tlrsold. ‘Ihn.sfer
to the National Archives and Records Administration
(NU) when 20 y- old.

2. ACTMTIES GENERAL CORRESPONDENCE
FILES. Files include reports and other papers relating to
the internal operations and administration of
communications OmC=. Theseare routine files

concerning the day to day operation, maintenance,
installation of equipment, and other routine matters ●t
subordinate Ievets.

Destroy when 2 years old.

3. TELECOMMUNICATIONS PUBLICATIONS AND
lNS1’RUCl’IONS.

a. Recordss@ . (One copy of each publication
originated by cognizant activity.)

Permanent. Tranafer to WNRc when auperaaded,
cancelled, or no longer required for reference,
whichever is earlier. Transfer to NARA when 20
y-m old.

b. AU other coDie&

Destroy when no longer required for reference.

4. TELECOMMUNICATIONS PLANS ISSUED BY
ECHELON 1 (CHIEF OF NAVAL OPERATIONS
(cNO)) AND ECHELON 2 (COMMANDER, NAVAL
COMPUTER AND TELECOMMUNICATIONS
COMMAND, COMMANDER, SPACEAND NAVAL
wARFARE SYSTEMS COMMAND, AND FLEET
CINCS).

a. Record coRY. (One COPYof each Plan originated by
cognizant activity.)

Permanent. Transfer to neawt FRC when
superseded, cancelled, or no longer needed for
reference, whichever is later. Transfer to NARA
when 20 years old.

b. AU other covi~.

Destroy when no longer needed for reference.

Sw2!M!2

CIRCUIT MAYFLOWER (AND SUCCE SSOR
PROGRAM TITLES) RECORD$

GENERAL CORRESPONDENCE FILES. Routine
administrative files concerning testing, maintenance,
training and operations of these submarine
communications. (Exclude policy files of the program
manager and primary program correspondence covered
by 2000.1.)

Destroy when 5 yeara old.
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&lc 200s

CLARINE ME (AND SUCCESSOT RUN R PROGRAM
TITLES) RECORDS

GENERAL CORRESPONDENCE FILES. Operational,
admuustm

.,
tive, and training 61eiJPert&l@ to clarinet

Merlin submarine communications. (E-xcJudepolicy files
of the program manager md primary program
correspondence covered by 2000.1.)

DeStrOJfwhen 5 YL%WSold.

SSIQQIQ

jWECIAL SYSTEMS/NETWORKS (IN GENERAL)
RECORDS

GENERAL CORRESPONDENCE FILES. Files

pert- to specM systems md networks in general, not
covered under spscific SSICS. (Exclude primary program
records and program manager records covered by
2000.1).

DeStrOywheII5 yeSrS old.

~

TA CTICAL NET RECO~

L COMMAND AND CONTROL (C2), FLEET FLASH
NET @FN), AND FLEET TELETYPE CONFERENCE
NET @lTN) PLANNING RECORDS. Records
ptaining to all pbms for tacticnl nets between tips,
aircraft, and shore stations. (Exclude primary program
records covered by 2000.1.)

Ikstroy when 5 years old.

2. TACTICAL NET OPERATIONS RECORDS. Records
pertaining to operation of tactical nets between ships,
aircraft, and shore stations.

-OJ’ wb(xl 5 JWIUSold.

3. TACTICAL NET RESOURCES RECORDS. Records
pertahdng to the progr amming of manpower and funds
and procurement and installation of equipment
sllPPortinll tactical communications.

DeStrOy wkxl 5 y- old.

4. PROJECT IMPLEMENTATION RECORDS. Records
pertaining to aU tactical (ashore and afloat) systems that

are planned, programmed, budgeted and ready for
implementation. Ttmse records concern the installation
and circuit test and acceptance of tactical
telecommunications systems.

tkStCOywhen 5 y&ll%Oki.

SSIC2Qu

MOBILETRANSPO RTABLE RECORD$

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to mobibtransportable communications assets
(vehicles, portable antennas, etc.). (l&Jude primary
program records covered by 2000.1.)

Destroy when 2 years old.

~SIC 2014

~ ATIONS RE

1. GENERAL CORRESPONDENCE FILES. Records
pertaining to communications planning, operations, and
resources to be used in natural disasters and in
unexpected military operations. (Exclude primary
program correspondence covered by 2000.1.)

Destroy when 2 years old.

2. CONTINGENCY PLANS.

a. Record CODY.

PermMent. Retire to WNRC when superseded,
canceUed, or no longer required for reference,
whichever is eartier. Transfer to NARA where 20
yeJUSold.

b. AU other conies.

Destroy when no longer needed for reference.

~

VISUAL COMMUNICATIONS RECORDS

1, GENERAL CORRESPONDENCE FILES. Files
pertaining to visual communications (fkhing light,
infrared, laser, flaghoist, and pyrotechnic signals).
(Exclude primary program records covered by 2000.1.)

Destroy when 2 years old.

SSIC 2016
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DEFENSE COMMUNI CATIONS SYSTEMS (DCS) HF
ENTRY RECORDS

1. GENERAL CORRESPONDENCE FILES. Routine
Navy 61ss related to DCS high frequency (lIF) entry
wercise and requirements.

Destroy when 2 years old.

~7

DEFENSE INFORMATION SERVICES AGENCY
fDISA) OUALITY ASSURANCE PROGRAM RECORDS

1. Information contained in these routine records include
technical control matters, DISA circulars, technical
evaluation program, performance evaluation, defense
switch network, and AUTOSEVOCOM.

Destroy after 5 years old.

~o

GENERAL AUTOMATED SYSTEMS RECORDS

PROJECT IMPLEMENTATION RECORDS, Records

~g to all automated telecommunications systems
that are planned, programmed, budgeted, and ready for
implementation, that are not filed under specific
programs. (Exclude primary program correspondence
covered by 2000.1.)

DeStrOyWhll 5 ySIUSold.

S!zQQ!

WORLDWIDE MILITARY COMMAND AND
co NTROL SYSTEMS (WWM CCS) RECORDS

1. PRIMARY PROGRAM RECORDS. Records
accumulated by CNO and Commander, Space and Naval
Warfare Systems Comman d relating to preparing,
coordinating, issuing, and interpreting policy matters
related to fulfilling the functions of communications
command and control. Documents related to formulation
of policy on general purpose radio navigation, and the
application of automatic data processing (ADP)
technology to the comman d control systems, and
guidelines for the design and operation of the
WWMCCS. There are files unique to the Department of
the Navy and not duplicates of records held by DISA.
(Data bases that are products of the WWMCCS system
are filed under the appropriate SSIC in Chapter 3 of this
manual.)

Permanent. Retire to WNRC when 5 years old.
Transfer to National Archives when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files of all
other offices concerning the WWMCCS system; fimding
of hardware and software for Department of the Navy
supported sitq and logistic support, architecture, and
manpower for the WWMCCS site, includes duplicates of
reports, correspondence and other documents held by
DISA.

h?StrOJ’when 5 Y(?4WSold.

~

RECORDS PERTAINING TO SHIPBOARD
AUTOMATED COMMUNICATIONS SYSTEMS

1. NAVY MODULAR AUTOMATED
COMMUNICATIONS SYSTEMS (NAVMACS),
INFORMATION EXCHANGE SYSTEM (H@,
MESSAGE ROUTING AND DISTRIBUTION SYSTEM
(MRDIS), MESSAGE PROCESSING AND
DISTRIBUTION SYSTEM (MPDS), AND
COMMUNICATION DATA PROCESSING SYSTEM
(CDPS) PLANNING RECORDS. Records pertaining to
the planning for shipboard automated communications
systems research and development, including related
fimding considerations. (Exclude primary program
records covered by 2000.1.)

Destroy when no longer needed.

2. AUTOMATED SYSTEMS OPERATIONS RECORDS.
Records pertaining to the routine operations of shipboard
automated communications systems and related
telecommunication matters.

Destroy when no Ionger needed.

3, AUTOMATED SYSTEMS RESOURCES RECORDS.
Records pertaining to the programming of fimds and
procurement and installation of shipboard automated
communications equipment.

Destroy when no longer needed.

SSIC 2026

RECORDS PERTAINING TO SHORE AUTOMATED
SYSTEMS

1. NAVY COMMUNICATION PROCESSING AND
ROUTING SYSTEM (NAVCOMPARS), LOCAL
DIGITAL MESSAGE EXCHANGE (LDMX), IXS,
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MRDIS, REMOTE INFORMATION EXCHANGE
TERMINAL (RIx’I’), INTEGRATED SUBMARINE
AUTOMATED BROADCAST PROCESSING SYSTEM
(ISABPS), AUTOMATED TEXT MESSAGE
HANDLING (ATMII), AND MIL~ARY MESSAGE
EXPERIMENT (RIME) SYSTEMS pL~G
RECORDS. Records pertaking to the planniag for shore
automated systems development, equipment upgrades, or
aabore communication system configuration, including
related funding considerations. (Exclude primary

program records covered by 2000.1.)

Destroy when no longer needed.

2. AUTOMATED SYSI’EMS OPERATIONS RECORDS.
Records Pert&dng to routine operation of shore
automated systems.

Destroy when no longer needed.

3. AUTOMATED SYSTEMS RESOURCES RECORDS.
Records perWkdng to the programming of manpower,
funding and procurement or installation of shore
automated communication systems.

~Oy WbeO5 yMl%old.

f3sKaQQ

f3ECURE VOICE SYSTEMS (EXCLUDING
AUTOSEVOCOMI RECORDS

1. GENERAL CORRESPONDENCE FILES. Routine
operational and admkdstrative files including navigation
secure voice transit and NAVSTAR global positioning
system (GPS) records. (Exclude dmag pr~am records
covered by 2000.1.)

SsK2!LM

WIDE BAND RECORDS

1, GENERAL CORRESPONDENCE FILES, Routine
operational and adminktmtive files on wide band
planning, operations and resources. (Exclude primary
program records covered by 2000.1.)

h?S@Oy WheIl s J’MII% old.

fXHC 2032

1. GENERAL CORRESPONDENCE FILES. Routine
operational and administrative files on narrow band
planning, operations and resources. (Exclude primary
program records covered by 2000.1.)

DSStrOy WhXl 5 y&WSold.

SSIC 2040- 2049

fWRATEGIC SYSTE MS RECOW

THE RECOIUM IN THIS (2040-2049) SERD%SARE
RELATED TO STRATEGIC SYSTEMS RECORDS
AND INCLUDE MINIMUM ESSENTIAL EMERGENCY
COMMUNICATIONS NETWORK (MEECN),
IMPROVED EMERGENCY MESSAGE AUTOMATIC
TELETYPE SYSTEM (IEMATS), JOINT CHIEFS OF
STAFF (JCS) ALERTING NET (JCSAN), TAKE
CHARGE AND MOVE OUT (TACAMO), AIRBORNE
NATIONAL COMMAND POST (ABNCP), EXTRA
LOW FREQUENCY (ELF) AND VERD~ (AND
PREDECESSORS SEAFARER, SHELF AND
SNGUINE).

STRATEGIC SYSTEMS RECORDS

1. GENERAL CORRESPONDENCE FILES. File-c
pertaining to planning, resources and operations.
(Exclude primary program correspondence covered by
2000.1.)

Destroy when 5 years old.

MINIMUM ESSENTIAL EMERGENCY
co MMUNICATIONS NETWORK (MEECNJ

(Strategic Comectivity System) Records relating to
airborne platforms that are capable of relaying
Presidential orders on strategic warning. This network
includes the National Emergency Airborne Command
Post (NEACP).

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to planning, resources, and operations that
duplicate DISA fites or are of a routine, adndnktrative,
facilitative or operational nature. (Exclude primary
program correspondence relating to Navy partiapation in
this network covered by 2000,1.)

NARROW BAND RECORDS Destroy when 5 years old.
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IMPROVED EMERGENCY MESSAGE AUTOMATIC
TELETYPE SYSTEM (HIMATS]

1. GENERAL CORRESPONDENCE FILES, Routine
fil~ pert-to planning, reaourcea md operations of

this piece of hardware that seizes fixed broadcasts and
transmits emergency action messages.

JCS ALERTING NET (JCS~

1. GENERAL CORRESPONDENCE FILES. Routine,
facilitative files pertaining to Department of the Navy
planning and reaourcea for implementation and
operations.

Destroy when 5 years old.

Sm2!M4

TACAMO (TAKE CHARGE AND MOVE OUT)

1. GENERAL CORRESPONDENCE FILES. Routine
records relating to survivable airborne communications
links between national command authority and deployed
ballistic missile submarines.

Destroy when 5 years old.

iMK2!Ms

AIRBORNE NATIONAL COMMAND POST (ABNCPJ

1. GENERAL CORRESPONDENCE FILES. Files
~g to planning, resources and operations.

Destroy when 5 years old.

EXTREMELY LOW FREOUE NCY (ELF)
j~l AFARER, SHELF
SANGUINE}

1. RECORDS RELATING TO ENVIRONMENTAL
IMPACT ON ELF PROGRAM AND RESULTING
PUBLIC AND CONGRESSIONAL INTEREST, AT
CNO, NAVAL COMPUTERS AND
TELECO MMUNICATIONS COMMAND, AND SPACE
AND NAVAL WARFARE SYSTEMS COMMAND.

SECNAVINST 5212.5D
22 APri] 1998

Records which document the intense public interest in the
ELF program, especially concerning health and
environmental issues. Includes brieting papers and slides,
health studies, congressional correspondence,
photographs and press briefings.

Permanent. Retire to WNRC whrm 5 years old.
Transfer to NARA when 20 years old,

2. GENERAL CORRESPONDENCE FILES. Routine
files at the above commands and at all other commands
pertaining to addnistr ation, resources and operations.

DeStrOyWkl 5 y~ old.

SSIC 2047

VERDIN

1. GENERAL CORRESPONDENCE FILES relating to
this VLF receiving and transmitting system that processes
message traffic to be utilised by submarines and aircraft.
Records that relate to pbmning, resources, routine
operations and administration of this system. (Exclude
primary program records covered by 2000.1.)

Destroy when 5 years old.

SSIC 2050-2059

SATELLITE COMMUNICATIONS (SATCOM)
SYSTEMS RECORDS

THE RECORDS IN THIS (2050-2059) SERIES ARE
RELATED TO SATCOM SYSTEMS RECORDS AND
INCLUDE ASHORE SATCOM SYSTEMS, AFLOAT
SATCOM SYSTEMS AND SATELLITE NAVIGATION
SYSTEMS RECORDS.

SSIC 2050

SATELLITE COMMUNICATIONS (SATCONQ
SYSTEMS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to routine usage, phumiig, operations, testing,
access and assignment and resources. (Exclude primary
program records covered by 2000.1.)

Destroy when 5 years old.

2. MIJI (l$@aconing, Intrusion, Januning and
Interference) Reports. Reporta about satellite
communications interference received by message as
interference occurs. Also, Naval Computers and
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Telecommunications Command summaries of MJJIa.

DeStrOywhen 2 y(!lll%old.

2. TELEPHONE SERVICE RECORDS. Requests for
telephone service md other similar records relating to
servicing and the operations of telephone service and
equipment.

$SIC 2051
Destroy when 1 year old.

ASHORE SATCOM SYSTEMS

1. GENERAL CORRESPONDENCE FILES. Files

~ to Pwg, resources and operations.
(Exclude primary program records covered by 2000.1.)

DeStrOy when 5 J?lWS old.

&31C 2052

SsK2Q6!

DEFENSE TELEPHONE SYSTEMS (DTS~

1. GENERAL CORRESPONDENCE FILES. Routine
files pertaining to Department of the Navy planning,
resources md operations.

Destroy when 5 years old.
AFLOAT SATCOM SYSTEMS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to planning, resources and operations.
(Exclude primary program records covered by 2000.1.)

Destroy when 5 years old.

1. GENERAL CORRESPONDENCE FILES. Routine
files pertaining to Department of tbe Navy planning,
resources and operations.

SSIC 2054
Destroy when 5 years old.

fiATELLITE NAVIGATION SYST’WW$
SSIC 2066

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to planning, resources and operations.
(Exclude primary program records covered by 2000.1.)

Destroy when 5 years old.

$IC 2060-2069

TELEPHONE SYSTE MS RECORDS

THE ~CORDS IN THIS (2060-2069) SERIES ARE
RELATED TO TELEPHONE SYSTEMS R13CORDS
AND INCLUDE DEFENSE TELEPHONE SYSTEM
(lYPS), COMMAND SWITCH SYSTEMS (CSS), NAVY
~~SPRATrVE TELEPHONE SYSTEM (’NATS)
AND FEDERAL TELECOMMUNICATIONS SYSTEMS
(FrS) RECORDS.

Sma!i!J

TELEPHONE SYSTEMS RECORDS

1. GENERAL CORRESPONDENCE FILES, Files
relating to planning, operations and resources. (Exclude
primary program records covered by 2000.1.)

DeStrOy when 5 yf2US old.

NAVY ADMINISTRATIVE TELEPHONE SYSTEM

!lW!3)

1. GENERAL CORRESPONDENCE FILES. Fika
pertaining to planning, resources and operations.
(Exclude primary program records covered by 2000.1.)

Destroy when 5 years old.

$SIC 2069

FEDERAL TELECOMMUNICATIONS SYSTEMS (FPSI

1. GENERAL CORRESPONDENCE FILES. Routine
files pertaining to Department of the Navy planning,
resources and operations.

Destroy when 5 years old.

Sslc 2070

jWWTCHED SYSI’EMS-NETWOR KS RECORDS-
GENERAL

1. PLANNfNG RECORDS, General correspondence
pertaining to planning for establishing or disestablishing
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automatic digital network (AUTODIN) automatic
switching centers (ASC) and AUTODIN computers and
software.

DeStrOywhen 10 yWS old.

2. OPERATIONS RECORDS. General correspondence
relating to operations of the ASC and specifically those
operations that support and impact naval intelligence
claimancy operations or support fleet operations.

&?StrOywkl 2 y(%Usold.

3. RESOURCES RECORDS. General correspondence

Per@@! to the manpower and funding of AUTODIN
switching centers.

Destroy when 5 years old.

AUTO DIN UAUTO DIN H RECORDS

1. INTEGRATED AUTODIN SYSTEM
ARCHITECTURE (L4SA) RECORDS. Records
pertaining to AUTODIN system architecture.

Destroy when 5 years old.

2. AUTODIN I RECORDS. Records pertaining to
worldwide AUTODIN I plaming, operations and
resources.

Destroy when 5 years old.

3. AUTODIN H PLANNfNG, OPERATIONS, AND
RESOURCES RECORDS. Tbe AUTODIN 11 Program
has been disestablished.

Destroy when S years old.

Sw2m

NORTH ATLANTIC TREATY ORGANIZATION
fl~ MS RECOR

1. GENERAL CORRESPONDENCE FILES. Routine
files pertaining to NATO md Allied switched systems
such as the NATO Integrated Communication System
(NICS), Telegraphic Automatic Relay Equipment
(’TARE), Initial Voice Switching Network (IVSN), the
NATO Secure Voice System, etc. These systems handle
data traffic and voice traffic. (Exclude primary program
correspondence covered by 2000.1.)

SECNAVINST S212.SD
22 April 1998

Transfer to FRC when 5 years old. Destroy when 15
yelll%old.

Sm2m

AUTOVON/DSN

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to plans, operations, and resources for
automated voice network (AUTOVON)/Defense Stitched
Network (DSN). Includes records on implementation of
all AUTOVON/DSN systems,

%trOy when 5 y- old.

AUTOSEVOCOM RECORDS (AND SUCCES SOR
SYSTE MS]

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to plans, operations and resources for
automatic secure voice communication
(AUTOSEVOCOM).

Destroy when 2 years old.

$Src 2075

ADVANCED RESEARCH PROJECTS AGENCY
NETWORK (ARPANETI RECORDS

1. PLANNING RECORDS. Routine records pwtahdng to
Department of the Navy planning for ARPANET
installations. (ARPANET is used to pass data between

computers at research laboratories.)

Destroy when 10 years old.

2. OPERATIONS AND RESOURCES RECORDS.
Routine records pertaining to Navy operation and
resources (programming of manpower and funds) with
respect to ARPANET.

Destroy when 5 years old.

SSIC 2080

1. GENERAL CORRESPONDENCE. Routine
administrative correspondence concerning Department of
the Navy communications broadcasts in general. (Exclude
primary program records covered by 2000.1).
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DeStrOywhesl 3 yelUS old.

SsIm?!u

FLEET BROADCAST RECORD$

1. MULTICHANNEL, AND SINGLE CHANNEL
PLANNING RECORDS. Records pertaining to the
establishment or diaeatablishment of communications

faalitiea supporting fleet broadcast or a change in the
broadcast alignment or control. (Exclude primary
program records covered by 2000.1).

Transfer to FRC when 4 years old. Destroy when 10
y- old.

2. OPERATIONS RECORDS. Records pertaining to the
various components of the composite, multichannel,
single channel md submarine broadcast systems.

Destroy when 2 years old.

3. RESOURCES RECORDS. Records pertainhg to
progranmdng, procurement, or installation of manpower,
funding or equipment used in the fleet broadcast system.

$SIC 2083

~MARINE BROADC AST RECORDS

1. MULTICHANNEL AND SINGLE CHANNEL
PLANNING RECORDS. Records pertahdng to the
establishment or disestablishment of communications
facilities which support fleet submarine broadcasts or a
change in the broadcast alignment or control.

Permanent. Retire to FRC when 4 years old.
Transfer to NARA when 20 yeSm old.

2. OPERATIONS RECORDS. Records pertain@ to the
various components of the composite, multichannel,
single channel and submarine broadcast systems.

Destroy when superseded.

3. RESOURCES RECORDS. Records pertaining to
progranmdn g, procurement, or installation of manpower,
funding or equipment used in the fleet broadcast system.

Transfer to FRC when 4 years old. Destroy when 10
y- old.

ANTI—SUBMARINE WARFARE (ASW) (VP)
BROADCAST RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to aU planning, operations, and resources with
respect to ASW (VP) broadcast systems, circuit
comectivity or alignment. (Exclude primary program
records covered by 2000.1.)

&!StrOJ’ whesl 5 YWI% old.

Sw2!?!E

NATO BROADCAST COMMUNICATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to ptamdng, operations, and resources with
respect to broadcast systems, circuit connectivity or
alignment.

Destroy when 5 years old.

2. MULTICHANNEL, SINGLE CHANNEL, AND NATO
PLANNING RECORDS. Records pertaining to the
establishment or disestablishment of communications
facilities supporting fleet broadcasts.

Permanent. Retire to FRC when 4 years oId.
Transfer to NARA when 20 years old.

3. OPERATIONS RECORDS. Records pertaining to the
various components of the composite, multichannel,
single channel and submarine broadcast systems.

kdrOy wkl 2 yeSrS old.

4. RESOURCES RECORDS. Records pertaining to
programmingg, procurement, or installation of manpower,
funding or equipment used in the fleet broadcast system.

Destroy when 5 years old.

SSIC 2090

GENERAL MISCELLANEOUS SYSTEMS RECORDS

SSIC 2092

COMMERCIAL REFILE/CLASS “E” MESSAGES
RECORDS

1. COMMERCIAL REFILE RECORDS. Correspondence
relating to business traffic transmitted on Department of
the Navy circuits, then transmitted commercially.

SSIC 2086
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Destroy when 1 year old. md not operational data carried on those systems.
(Exclude primary program records covered by 2000.1.)

2. CLASS “E” MESSAGES. Correspondence pertahing
to the transmittal of personal messages to or from naval
persomel.

Destroy when 30 days old.

$SIC 2093

MILITARY AFFILIATE RADIO SYSTEM
(MARWAMATEUR RADIO RECORDS

1. MEMBERSHIP DOCUMENTS. Includes membership
applications and records reflecting participation of
members such as licenses, forms of assignments, change
of status, transfer or termination of membership.

Destroy 1 year after termination of membership.

2. EXCESS EQUfPMENT RECORDS. Includes shipping,
issuing, and receipting documents for excess and surplus
equipment.

Destroy when 2 years old.

3. GENERAL CORRESPONDENCE FILES. Routine,
adminktrative correspondence concerning MARS call
signs, frequency interference and other operational
matters. (Exclude primary program records covered by
2000.1.)

Destroy when 2 years old.

4. STATION LOGS. Documents reflecting the time
stations go on and off the air, stations contacted, name of
operator on duty, and similar data. Included are logs,
registers and comparable documents.

Destroy 1 year after tial entry.

5. MESSAGES. Messages of individuals and military
units received and transmitted by MARS facilities.

Destroy when systems are obsolete or when no longer
needed for reference. For disposition of operational
data carried on these systems, see appropriate SSIC
in Chapter 3.

SSIC 2096

OCEAN SURVEILLANCE INFORMATION SYSTEM
10s1s) RECORDS

1. GENERAL CORRESPONDENCE. These are routine
records about a system which carries current information
on location of vessels in various ocean areas. This SSIC
covers installation, maintenance and admkdstration of the
system itself, and not the data gathered. (Exclude
primary program records covered by 2000.1.)

Destroy when system is obsolete or no longer needed

for reference. For disposition of data carried on this
system, see appropriate SSIC in Chapter 3.

jwc 2097

SOUND SURVEILLANCE SYSTEM/SUR VEILLANCE
T~ M (SOSUS/SURTA
RECORDS

1. GENERAL CORRESPONDENCE. Routine records
relating to coUection and processing of undersea acoustic
data. Records concern maintenance, installation and
administration of system only, and not the data gathered.
(Exclude primary program records covered by 2000.1.)

Destroy when system is obsolete or when no longer
needed for reference. For disposition of data
collected and processed by this system, see

appropriate SSIC in Chapter 3.

ANTISUBMARINE WARFARE (ASW) RECORDS
Destroy after 60 days.

SSIC 2095

FLEET COMMAND CENTER/TASK FORCE
COMMAND CE NTER (FCC/TFCC]

1. GENERAL CORRESPONDENCE. These are routine
records about systems which carry information pertaining
to fleet operations. This SSIC covers only routine records
on the telecommunications systems used at these centers,

1. GENERAL CORRESPONDENCE FILES. Routine
files pertaining to ASW communications including the
Antisubmarine Warfare Information Exchange System
(ASWIXS) and Nuclear Submarine (Direct Support)
(SSN(DS)). This SSIC covers only these
telecommunications systems and not the information
carried on the systems. (Exclude primary program
records covered by 2000.1.)

Destroy when system is obsolete or when no longer
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needed for referena. For disposition of data collected
and processed by this system, see appropriate SSIC
in Chapter 3. ON-BASE CJRCUITS RECORDS

1. GENERAL CORRESPONDENCE FILES. Routine
operational files pertaining to on-base circuits.

MERCHANT SHIP COMMUNICATIONS (MERCOMS~
RECORDS Destroy when 2 years old.

1. GENERAL CORRESPONDENCE FILES. Routine
files pertainbg to the broadcast system used to deliver
U.S. Government-originated messages to merchant ships
by prior arrangement for delivery of messages to ships.
(Exclude primary program records covered by 2000.1.)

Ss!c2M

LEASED EOUI PMENT/TERMINALS ASHORE
RECORDS

1. GENERAL CORRESPONDENCE FILES. Routine
operational files pertaining to leased equipment/terminals
ashore.

Destroy when 2 years old.

2. MESSAGES.
Destroy when 3 years old.

Destroy when 60 days old.

$SIC 2100-2199

TELECO MMUNICATIONS SERVICES RECORDS
LEASED EOUIPMENT/TERMINALS AFLOAT
RECORDS

TELECOMMUNI CATIONS SERVICES RECORDS -
GENERAL. Tbeae are case files containing information
concerning the requisition, acquisition, installation and
maintenance of telecommunications services/equipment to
shore-based naval activities worldwide. (Exclude primary
program records covered by 2000.1.)

1. GENERAL CORRESPONDENCE FILES. Routine
operational files pertaining to leased equipment/terminala
afloat.

Destroy when 3 years old.

Destroy when system is obsolete or when no longer
needed for reference. LANDLINES RECORDS

1. GENERAL CORRESPONDENCE FILES. Routine
operational files pertaining to landlines.

&iHORT-HAUL LEASED CIRCUITS RECORDS
Destroy when 3 years old.

1. GENERAL CORRESPONDENCE FILES. Routine
operational files pertaining to short-haul leased circuitx. SSIC 2180

DeStrOywhen 3 y- old. TELECOMMUNICATIONS SERVICE REOUEST (TSR)
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertahing to TSR.LONGHAUL LEASED CIRCUrr S RECORDS

1. GENERAL CORRESPONDENCE FILES. Routine
operational files pertaining to long-haul leased circuits.

Destroy when 3 years old.

SSIC2200-2299
Destroy when 3 years old.

COMMUNICATIONS SECURITY (COMSEC)
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RECOR~

THE RECORDS IN THIS (2200-2299) SERIES ARE
RELATED TO GENERAL COMSEC RECORDS
(POLICY AND DOCTRINE, ASSISTANCE TO
FOREIGN GOVERNMENTS, AND COMSEC
EQUIPMENT INSTALLATION AND
CONFIGURATION CONTROL) AND INCLUDE
PHYSICAL SECURITY OF CRYPTOGRAPHIC
EQUIPMENT AND MATERIALS (STANDARDS AND
LOSS OR COMPROMISE), TRANSMISSION
SECURITY (LOW PROBABILITY OF INTERCEPT
(LPI), ANTI-JAMMING (AJ), COMSEC TRAFFIC
ANALYSIS, COMSEC SIGNAL ANALYSIS, AND
CHANGING CALL SIGN AND FREQUENCY),
CRYPTOGRAPHIC SECURITY (POLICY, DOCTRINE
AND PROCEDURES; VIOLATIONS AND
INSECURITIES).

SSIC 2200

COMMUNICATIONS SECUR ITY-GENERAL

1. ROUTINE ADMINISTRATIVE RECORDS
RELATING TO COMMUNICATIONS SECURITY

(COMSEC) PERT-G TO CRYPTOGRAPHIC
KEYING MATERIAL, EQUIPMENT OR ASSOCIATED
ITEMS (EXCEPT PRIMARY PROGRAM
CORRESPONDENCE COVERED BY 2201).

Destroy when 2 years old or when no longer needed
for operations, whichever is later.

SSIC 2201

POLICY AND DOCTRINE

1. PRIMARY PROGRAM CORRESPONDENCE
ACCUMULATED BY COMMANDER, NAVAL
SECURITY GROUP RELATING TO
COMMUNICATIONS SECURITY WITHIN THE
DEPARTMENT OF THE NAVY INCLUDING PLANS,
DOCTRINE PROGRAMMINGG AND GUIDANCE
DEVELOPED BY NAVAL SECURITY AGENCY (NSA)
AND THE CNO AND DEVELOPMENT AND
PROMULGATION OF PROCEDURAL
INSTRUCTIONS APPLICABLE TO THE
DEPARTMENT OF THE NAVY’S
COMMUNICATIONS MATERIALS SECURITY.

Permanent. Retire to the Commander, Naval
Security Group Activity, Attn: N14-Archives, 9800
Savage Road, Suite 658S, Fort George G. Meade,
MD 20755, when 2 years old. Trmsfer to NARA
entire record series or 5-year blocks thereof, if

unclassified or declassified, when 50 years old or
sooner. Records series for which special protection
has been extended beyond 50 years will be re-
reviewed for declassification every 10 years thereafter
until releasable. The entire series of these records or
5-year blocks thereof will then be transferred to
NARA through appropriate channels.

SSIC&&

ASSISTANCE TO FOREIGN GOVERNMENTS

1. RECORDS CONCERNING POLICY, PERSONNEL
MA’ITERS, LOGISTICS AND EFFECTIVENESS OF
PROGRAMS RELATING TO ASSISTANCE TO
FOREIGN GOVERNMENTS REGARDING
COMMUNICATIONS SECURITY, BUT NOT
RELATING TO THE SALE, LEASE OR LOAN OF
CRYPTOLOGIC EQUIPMENT FROM DEPARTMENT
OF THE NAVY ASSETS. (SEE SSIC 2208 FOR
FOREIGN MILITARY SALES.)

Permanent. Transfer to NARA in accordance with
SSIC 2201.

2. ROUTINE ADMINISTRATIVE
CORRESPONDENCE.

&StrOy when 2 y- old.

SSIC 2206

COMSEC EOUIPMENT INSTALLATION

Covers progress of implementation programs designed to
introduce new equipment to ship and shore comman ds.
Also covers d~tribution of equipment currently in stock.

1. IMPLEMENTATION PROGRAMS.

a. Financial Management and Funding.

Destroy when 2 years old.

b. Initial Distribution of EauiDment.

DeStrOYwhere 2 y~rs old.

C. Distribution of AnciUarv EOuiDment.

Destroy when 2 years old.

d. Vkit ReDorts.

Destroy when action is completed.
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2. ACQUISITION OF CURRENT EXISTING
EQUIPMENT (ALREADY AVAILABLE).

a. Reauests for Eauinment.

Destroy when 2 years old.

b. Ammovak.

Destroy when 2 yeara old.

C.Fund inil DocUments.

Destroy when 2 years old.

3. COMSEC EQUIPMENT CONFIGURATION
CONTROL. Changes aad modifications to current
COMSEC equipment. changes to existing configurations
due to planned upgrading of communications systems.
(See SSIC 4720 also.)

a. Reaueat for Authorization of Circuits.

Destroy when 2 years old.

b. EauiDment Modifications-Routine.

Destroy when 2 years old.

(1) Funding Documents.

Destroy when 2 years old.

(2) Distribution of Eauir)ment/Modifications.

Destroy when 2 years old.

c. Eauinment Modifications - Major changes to
systems components that have a significmt impact on

Prwams.

Permanent. Transfer to NARA per SSIC 2201.

SMCz!?l

OPERATING AND MAINTENANCE MANUALS

OPERATING AND MAINTENANCE PUBLICATIONS
FOR CRYPTOGRAPHIC AND CRYPTOGRAPHIC-
RELATED EQUIPMENT.

1. RECORD COPY MAINTAINED BY PROGRAM
SPONSOR.

Permanent. Transfer to NARA per SSIC 2201.

2. ALL OTHER COPIES.

Destroy when superseded or no longer needed for
reference, whichever is later,

~

FOREIGN MILITARY SALES

RECORDS RELATING TO THE SALE OR LEASE OF
CERTAIN INTERNATIONAL LOGISTIC SUPPORT
OR LOAN OF CRYPTOGRAPHIC EQUIPMENT TO
FOREIGN GOVERNMENTS FROM DEPARTMENT
OF NAVY ASSETS.

1. FOREIGN MILITARY SALES (FMS) POLICY
FILES, DIRECTIVE FILES, DOCUMENTS WHICH
ESTABLISH BUDGETARY PRINCIPLES, POLICIES
AND PROCEDURES AND DOCUMENTS RELATING
TO AGREEMENTS WITH FOREIGN GOVERNMENTS
OR INTERNATIONAL ORGANIZATIONS. FOR A
MORE DETAILED DESCRHTION OF THESE TYPES
OF PERMANENT RECORDS, SEE SSIC 4920,
FOREIGN MILITARY SALES RECORDS.

Permanent. Transfer to NARA per SSIC 2201.

2. FMS CASE RECORD FILES. RECORDS
DOCUMENTING SALES TO FOREIGN COUNTRIES
INCLUDING CORRESPONDENCE AND RELATED
PAPERS REQUESTING THE PURCHASE OF
EQUIPMENT OR MATERIALS OR INSTRUCTIONS
RELATING TO REQUESTS.

Transfer to Commander, Naval security Group
Activity, Atta: N14-Archives, 9800 Savage Road,
Suite 6585, Fort George G. Meade, MD 20755, when
supply is complete. Destroy 15 years after transfer to
Fort George G. Meade, MD.

3. FMS IMPLEMENTATION RECORDS.
DOCUMENTS RELATING TO AGREEMENTS
BETWEEN DEPARTMENT OF THE NAVY AND
OTHER DOD COMPONENTS FOR THE EXCHANGE
OF ADMINISTRATIVE SERVICES AND STAFF VISIT
FILES.

Temporary. Destroy per instructions under SSIC
4920, Foreign Military Sales Records.

~o

PHYSICAL SECURITY OF CRYPTOGRAPHIC
EOUIPMENT AND MATERIALS
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1. RECORDS RELATING TO THE PHYSICAL
SECURITY OF CRYPTOGRAPHIC EQUIPMENT AND
MATERIALS. (EXCLUDE PRIMARY PROGRAM
RECORDS FILED IN 2201.)

Destroy when 2 years old or when no longer needed
for operations, whichever is later.

Ssun2

LOSS OR COMPROMISE

1. RECORDS RELATING TO LOSS OR
COMPROMISE OF CLASSIFIED CRYPTOGRAPHIC
MATERIAL.

a. Ma ior violations, including emionaee.

Permanent. Transfer to NARA per SSIC 2201.

b. All other violations.

Destroy when 10 years old or when no longer needed,
whichever is later.

MASTER STATION KEYED CRYPTOGRAPHIC
EQUIPMENT.

1. PRIMARY PROGRAM RECORDS RELATING TO
POLICY AND PROCEDURES REGARDING
CRYPTOGRAPHIC EQUIPMENT.

Permanent. Retire to the Commander, Naval
Security GrOUp Activity, Attn: Nl&khiv(%, ~
Savage Road, Suite 6585, Fort George G. Meade,
MD 20755, when 2 years old. Offer to NARA entire
record series of 5-year blocks thereof, if unclassified
or declassified, when 50 years old or sooner. Records
series for which special protection has been extended
beyond 50 years will be re-reviewed for
declassification every 10 years thereafter until
releasable. The entire series of these records, or 5-
year blocks thereof, WW then be transferred to
NARA through appropriate channels,

2. ADMINISTRATIVE CORRESPONDENCE
RELATING TO INSTALLATION, MAINTENANCE
AND OTHER ROUTINE MA’ITERS.

Destroy when 2 years old or when no longer needed,
whichever is later.

SSIC 2230-2233
SSIC 2251

CRYPTOGRAPHIC SECURITY
PROJECT MANAGEMENT

1. THESE SSIC’S ARE BEING DELETED FROM
SECNAVINST 521O.11D, DEPARTMENT OF THE
NAVY FILE MAINTENANCE PROCEDURES AND
STANDARD SUBJECT IDENTIFICATION CODES.

Retire records under SSIC 2212 of this instruction or
under appropriate SSIC in the 3200 series.

SSIC 2250

CRYYrOGRAPHIC EO UIPMENT. GENERAL

RECORDS RELATING TO CRYPTOGRAPHIC
EQUIPMENT AND MATERIAL THAT HAVE A
DIRECT FUNCTION IN THE
ENCRYP1’ION/DECRYIWION PROCESS, SUCH AS
ON LINE TRANSMI’lTERS AND RECEIVERS,
IDENTIFICATION, FRIEND OR FOE (IFF) UNITS
AND OFF LINE ENCRYPT/DECRYPT EQUIPMENT.
THEY ALSO INCLUDE RELATED NON-PAPER
MATERIAL WITHOUT DIRECT ENCRYIT/DECRYPT
FUNCTIONS SUCH AS POWER TIMERS, REMOTE
AND EXTENDER UNITS, REPAIR, MAINTENANCE
AND MODIFICATION KITS. INCLUDES AIRBORNE,
SHIPBOARD, SHORE, VEHICULAWMANPACK AND

1. RECORDS RELATING TO THE DEPARTMENT OF
THE NAVY’S CRYPTOGRAPHIC EQUIPMENT
RESOURCES FROM PROCUREMENT THROUGH
FINAL DESTRUCTION, INCLUDING THE
COORDINATION OF LOGI!TFIC SUPPORT AMONG
VARIOUS ACTIVITIES INTERNAL AND EXTERNAL
TO DEPARTMENT OF THE NAVY (DON). (EXCLUDE
PRIMARY PROGRAM RECORDS COVERED BY
2250.1.)

Destroy upon completion of projector when no
longer needed.

MODIFICATIONS TO CRYPTOGRAPHIC
EOUIPMENT

1. RECORDS RELATING TO SOFPWARE CHANGES
WHICH DO NOT AFFECT THE ELECTRICAL OR
MECHANICAL CHARACTERISTICS OF
CRYPTOGRAPHIC EQUIPMENT.

Destroy when superseded or obsolete.
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fX31C2253-2257 (2) For CONFIDENTIAL and below.

MASTER STATION KEYED CRmOGRAPHIC
EQUIPMENT, AIRBORNE CRYPTOGRAPHIC
EQUIPMENT, SHIPBOARD CRmOGRAPHIC
EQUIPMENT, SHORE CRYPTOGRAPHIC
EQUIPMENT, VEHICULARMANPACK
CRYPTOGRAPHICEQUIPMENT.

Retire records under SSIC 2250 of this instruction.

Retention at the discretion of the Comman w
Officer. Destroy per command policy or when 2
years old, whichever is earlier.

c. Custodl“an/AIternate Letters of AIIwintment (CMS
account and local holderj.

D@roy 2 yeara after date individual is relieved of
CMS custodian duties.

SSIC 2280
d. CMS Running Inventor~. retvned USEea.

COMSEC MATERIAL SYSTEM. GENERAL

ROUTINE ADMINISTRATIVE RECORDS RELATING
TO THE PROPER DISTRIBUTION, CONTROL,
SECURITY AND ACCOUNTABILITY OF COMSEC
MATERIAL USED TO PROVIDE CRYPTOGRAPHIC
SECURITY FOR NATIONAL SECURITY-RELATED
INFORMATION. THE COMSEC SYSTEM CONSISTS
OF SYSTEMS, PROCEDURES, EQUIPMENT,
KEYING MATERIAL AND FACILITIES USED AT
ALL LOCATIONS WHERE COMMUNICATIONS
FUNCTIONS ARE PERFORMED IN SUPPORT OF
NATIONAL SECURITY.

1. ROUTINE CORRESPONDENCE CONCERNING
COMSEC MATERIAL SYSTEM (CMS) ACCOUNTS
FILED IN OFFICE OF THE DIRECTOR, CMS.

Transfer to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 Savage Road,
Suite 6S85, Fort George G. Meade, MD 20755, when
CMS account is closed. Destroy 5 yeara after closure.

2. GENERAL CORRESPONDENCE AT ALL OTHER
COMMANDS RELATING TO CMS ACCOUNT
MAITERS.

Destroy when 2 years old.

3. ACCOUNT ADMINISTRATION DOCUMENTS (AND
SUCCESSOR EDITIONS).

Destroy when 90 days old.

e. CMS Runnimz Inventorv, WINS removed becausg
all listed items have been disDosed of.

Destroy when 90 days old.

f. CMS Transaction Lou. retwed Dares.

Destroy when accuracy of new page has been
confirmed.

g. CMS Transaction LoQ. entire. nrevious year’s log.

Destroy when 2 years old.

(1) Freed-cycle, Combined, and Local
Holder/User.

Destroy when 2 years old.

(2) Special (Change of Comman d, Change of
SCMSRO, Change of Custodian).

Destroy when subsequent Fixed-cycle/Combined
inventory is reconciled by DCMS or when 2 years
old.

(3) Working copies of Fixed-cycle/or Combined.
a. Local Destruction reDorts.

Destroy 90 days after supersession.

b. DSStrUCtl“on reco rds.

(1) For material classified SECRET and above.

Destroy when 2 years old.

Destroy when subsequent Fixed-cycle or Combined
inventory is reconciled by DCMS or when 2 years
old.

4. GENERAL MESSAGES (ALNAVS, ALCOMS, ETC.)
RELATING TO CMS MA’IT’ERS (EXCLUDE THOSE
DOCUMENTING SIGNIFICANT PRIMARY
PROGRAM POLICY MAITERS COVERED BY 2281.)
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Destroy upon cancellation by originator.

5. ROUTINE MESSAGES RELATING TO CMS
MAITERs.

DeStrOywhen 2 y~ old.

6. DIRECTIVES, MESSAGES AND
CORRESPONDENCE RETAINED IN THE CMS
DIRECTIVES FILE.

Destroy upon cancellation or supersession of
individual directive.

7. PROGRESSIVE WATCH INVENTORY.

Datroy when 30 days old.

8. RECEIPTS FROM ARMED FORCES COURIER
SERVICE, OFFICER-MESSENGER MAIL, COURIER
MAIL, REGISTERED MAIL AND CO~
CONTROLLED PACKAGE NUMBER.

until releasable. ‘he entire series of tbeae records, or
5-year blocks thereof, will then be transferred to
NARA through appropriate channels.

DISTRIBUTE ON AND ALLOWANCE

1. ROUTINE RECORDS RELATING TO ROUTINE
AND EMERGENCY DISTRIBUTION OF COMSEC
KEmG MATERIAL TO CMS ACCOUNTS.

DeStrOywhen 2 y- old.

Sm22!4

ACCOUNTING AND INVENTORY CONTROL

1. ROUTINE RECORDS RELATING TO THE PROPER
ACCOUNTING FOR ALL COMSEC MATERIAL
FROM PRODUCTION TO DESTRUCTION.

Destroy when 2 years old
k3trOy when 1 y- old.

SsKw?M
9. SPECIAL AUTHORIZATIONS
CORRESPONDENCE.

Destroy when requirement expires or is cancelled.

SSIC 2281

POLICY. PLANS AND PROCEDURES

1. RECORDS RELATING TO DEVELOPMENT AND
IMPLEMENTATION OF PLANS, POLICY,
PROCEDURES, DOCTWNE, PROGRAMMING AND
GUIDANCE BOTH INTERNAL AND EXTERNAL TO
THE COMMUNICATIONS SECURITY MATERIAL
SYSTEM, ACCUMULATED AT THE OFFICE OF THE
DIRECTOR, CMS AND AT THE CNO LEVEL.
INCLUDES RECORDS RELATING TO LIAISON AND
COORDINATION MA’ITERS AND DEVELOPMENT
AND ISSUANCE OF PROCEDURAL INSTRUCTIONS
APPLICABLE TO COMMUNICATIONS SECURITY.

Permanent. Retire to the Commander, Naval
Security Group Activity, Attn: N14-Archkes, 9800
Savage Road, Suite 658S, Fort George G. Meade,
MD 20755, when 2 y- old. Transfer to NARA
entire records series or S-year blocks thereof, if
unclassified or declassified, when 50 years old or
sooner. Records series for which special protection
has been extended beyond 50 years will be re-
reviewed for declassification every 10 years thereafter

AUTOMATED DATA PROCESSING sUPPORT

1. ROUTINE RECORDS RELATING TO
DEVELOPMENT, MAINTENANCE AND
MANAGEMENT OF COMPUTER ADP SYSTEMS fN
SUPPORT OF DCMS WITH REGMm TO
DISTRIBUTION, ACCOUNTING AND MATERIAL
MANAGEMENT OF COMSEC MATERIAL.

Destroy when 2 years old or when no longer needed
for operations, whichever is later.

2. BACK-UP FILES OF ANCRS DATA BASE.

Destroy when replaced with updated versions.

SSIC 2285

COMSEC MATERIAL SYSTEM ISSUING OFFICES

1. ROUTINE RECOltlM RELATING TO THE SECURE
STOWAGE, ACCOUNTING AND DISTRIBUTION OF
CRYPTOGRAPHIC EQUIPMENT, ANCILLARY
DEVICES, KEYING MATERIAL, OPERATING AND
MAINTENANCEMANUALS, AND COMSEC- RELATED
PUBLICATIONS AND FORMS TO CMS ACCOUNTS.

Destroy when account is closed.
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fWIC 2300-2399

c CATIONS METHODS AND PROCEDURES

1. GENERAL. THESE FILESINCLUDE GENERAL
COMMUNICATIONS METHODS AND PROCEDURES
RECORDS FOR THE FOLLOWING AREAS: TRAFFIC
HANDLING/PROCESSIN~ TRAFFIC
ANALYSI!VENGINEERING; QUALITY CONTROL;
COMMUNICATIONS EVALUATION TRAFFIC
STATISTICAL DAT& COMMUNICATIONS
PROBLEMS AND INVESTIGATIONS; MESSAGE
FORMATS AND PROCEDURES; GENERAL ROUTING
DOCTRINE; COMMUNICATION ALTERNATE
ROUTINE (ALTROUTE); STABILIZED ROUTING
FOR AFLOAT COMMANDS; WORLDWIDE MOBILE
ROUTING INDEX (WWMRI); ACP-117 LISTIIW+
COMMUNICATIONS GUARD WIIn; PLAIN
LANGUAGE ADDRESS DIRECTORY (PLAD);
AICS/CADS/GENERAL MESSAGE RECORDS;
ROUTING INDICATORS; INTERNATIONAL CALL
SIGNS AND VOICE CALL SIGNS.

b. AU other coDies. Includes technical
COImmUliCiltiOIIS,publications and iIIstruCtiOOSOri&inSted
by outside activities, but used for reference in the
performance of mission-related tasks.

Destroy when no longer required for reference.

&31C 2310

TRAFFIC HANDLING/PROCESSING RECORDS

1. OPNAV COMMUNICATIONS CENTER.

a. AU incoming and outgoing messages received,
relay ed or sent (bv whatever means) bv OPNAV.

(1) Silver halide microform message files arranged
in date time group order.

Permanent. Cut off file annually. Retire to WNRC
when 2 years old. Transfer to NARA when 20 years
old.

(2) Paper copies of messages.
SSIC 2300

Destroy when microform copy has been verified.
GENERAL COMMUNICATIONS METHODS AND
PROCEDURES RECORDS

1. FILES OF OPNAV (N6), SPACE AND NAVAL
WARFARE SYSTEMS COMMAND AND THE NAVAL
COMPUTER AND TELECOMMUNICATIONS
COMMAND. Files include studies and reports that
document the planning and development of
telecommunications programs, policies, procedures,
methods and significant accomplishment. (For routine
general correspondence documenting the day-to-day
adminktration of communications methods and
procedures, use SSIC 2300.2.)

Permanent. Retire to the WNRC when 10 years old.
Transfer to NARA when 20 years old.

2. ACTMTIES GENERAL CORRESPONDENCE
FILES. Files include reports and other papers relating to
the internal operations and adminktration of
communications 0mce5m

Destroy when 2 years old.

3. TECHNICAL COMMUNICATIONS PUBLICATIONS

a. Record set.

Permanent. Apply SSIC 2000,3,

(3) Magnetic tape coPy of message files.

Destroy when no longer required for reference use.

b, Microform index to OPNAV message files showing
date time grouD. orirnnator. classification. mea ‘al
han dlinz instructions and location on the microform,

Permanent. Cut off annually. Retire to WNRC when
2 years old. Transfer to NARA when 20 years old.

2. COMMANDER IN CHIEF U.S. PACIFIC
COMMAND (USCINCPAC) AND COMMANDER IN
CHIEF U.S. ATLANTIC COMMAND (USACOM)
COMMUNICATIONS CENTERS.

a. All incoming and oubzoinn messages received,
relaved, or sent (bv whatever means) bv USC INCPAC
and CINCUSACOM that are identified under SSIC’S
3000 to 3999 (Omwations and Readiness) and SSIC’S 4900
to 4960 (Foreign Militarv Assktance and Mutual Security

ll!2Wa@.

(1) Microform copy.

Permanent. Cut off file amually. Retire to WNRC
when 2 years old. Transfer to NARA when 20 years
old.
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(2) Magnetic tape and paper copies.

Destroy when microform copy has been verified.

(3) Indexes to microform message files.

Permanent. Cut off file annually. Retire to WNRC
when 2 years old. Transfer to NARA when 20 years
old.

3. COMMUNICATION AND CRYPTO CENTER
RECORDS ABOARD NAVAL SHIPS

a. Message cemter 61es. ship’s copies of all messages
received or sent (by whatever means), filed
chronologically in date-time-group order. Includes
magnetic tape copy.

(1) Intelligence summaries.

Destroy when 10 days old.

(2) Messagea inadent to distress and disaster.

Destroy when 3 years old.

(3) Messagea incident to, or involved in, any
complaint of which the command has been notified.

Destroy when 2 years old.

(4) General messages (such as ALNAV).

Destroy when cancelled.

(5) Meteorological maps and summaries.

Destroy when 2 days old.

(6) Facsimiles.

Destroy when 30 days old.

(7) Commercial message traffic.

Destroy when 1 year old.

(8) Monitor rolls and message tapes for relay
purposes only.

Destroy when 1 day old.

(9) AU other messages, including key-punched cards,
Special Category Message, Single Integrated Operational
Plan-Essential Sustainment Items files. communications

SIXNAVINSI° 5Z1Z.51J
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center master file, and crypto center file

Destroy when 30 days old.

b. Message file of fleet broadca~.

(1) USNS ships.

Destroy upon inactivation of vessel.

(2) All other message files of fleet broadcasts.

Destroy when 10 days old or no longer needed for
reference, whichever is later.

c. Visual station messages (sent via flag hoist,
semaDhore. and flashing liabt.

Destroy when 30 days old.

4. LOGS, RECORD SHEETS, OR REGISTERS OF
INCOMING AND OUTGOING MESSAGES ABOARD
NAVAL SHIPS.

a. Central messane log.

Destroy whcm 30 days old.

b. Crvoto center destruction log.

Destroy when 2 years old.

c. TOD secret control log.

Destroy when 60 days old.

d. ~.

Destroy when 30 days old.

e. Circuit (teletvDe) loa and monitor rolls.

Destroy when 30 days old.

f. TaDe rehv station monitoMa taDeS or Date coDies of

9@~ oinfl messa~ es and service deak rerun record$
mimarilv relav station 1OQrecords of all messages).

Destroy when 30 days old.

g. Vkwal station l=.

Destroy when 6 months old.

5. ALL OTHER DEPARTMENT OF THE NAVY
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COMMUNICATIONS ACTIVITIES (UNfTS, OFFICES,
STATIONS, ETC.) EXCLUDING NAVAL S~PS
RECORDS. (NOTE: Viial and radio station files,
including radiophoto files and circuit copies (magnetic
tapes) of meaaages received or sent, are excluded. These
records are filed in the action office as part of the
appropriate general correspondence file (subject file, case
file or other official file) documenting the program or
!imction to which the messages relate and will be
dispesed of as authorized for their respective SSIC.)

a. MesaaQe Center Files.

(1) Intelligence summaries.

Destroy when 10 days old.

(2) Messages incident to distress and disaster.

Destroy when 3 years old.

(3) MeaSages incident to, or involved in, my
complaint of which the command has been notified.

(1) USNS ships.

Destroy when 30 days old.

(2) AU other message files of fleet broadcast.

Destroy when 10 days old or when no longer needed
for reference, whichever is later.

6. LOGS, RECORD SHEETS, OR REGISTERS OF
INCOMING AND OUTGOING MESSAGES AT SHORE
STATIONS.

a. Centra 1message log.

Destroy when 30 days old.

b. Crvoto center destruction log.

Destroy when 2 years old.

Destroy when 30 days old.
fh?StrOywbeU 2 y- old.

(4) General messages (such as ALNAV).
Destroy when 30 days old.

Destroy when cancelled.
e. Circuit (teIetvoe) IOIZand monitor rolls.

(5) Meteorological maps and summaries.
Destroy when 30 days old.

Destroy when 2 days old.

(6) Facsimiles.

Destroy when 30 days old.

f. Taue relav station monitoring tanea or Mae coBies of
outaoina mmsatzes and service desk rerun records
@imarv relav station IOKrecords of all messages].

Destroy when 30 days old.

(7) Commercial message traffic.

Destroy when 12 months old.

(8) Monitor rolls and messages tapes for relay
purposes only.

Destroy when 1 day old.

(9) AU other messages, including key-punched cards,
SPECAT SIOP-ESI files, communications center master
file, and crypto center file.

Destroy when 30 days old.

b. Measaae files of fleet broadcast.

7. EXERCISE MESSAGE HANDLING RECORDS.
Records pertaining to the transmission, routing and
handling of exercise messages.

Destroy when 1 year old.

.ssE2im

TRAFFIC ANALYSIWENGINEERING RECORDS

1. TRAFFIC ENGINEERING RECORDS. Records
pertaining to the development of message flow schemes
between ships and shore stations. Files include orderwires
and interfaces between satellite and nonsatellite
commercial and Allied systems. These records are used
for design or engineering purposes and pertain to the
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DeStrOywheD 2 yelll%old.

DeStrOywheD 5 y- old.

2. SPEED OF SERVICE OF TELECOMMUNICATIONS
RECORDS.

b. Naval telecommunications svstem wrformancq
*ual remmt comDikd from hmut remx&.

Permanent. Retire to FRC when 10 years old.
Transfer to NARA when 20 years old.

a. Broadca st messages including smwd of service.
$SIC 2319

Destroy when 1 month old.

b. MaEDetic tanes seIecting data extracts of elements of
~ r ef l”.

Destroy when 1 year old.

3. GENERAL CORRESPONDENCE FILES. Routine
files pertaining to traffic handling with reference to
analysis, quality control, message format and procedures
(excluding primary program records covered by 2000.1).

MESSAGE FORMATS AND PROCEDURES RECORDS

1. GENERAL CORRESPONDENCE FILES. Files

~g to memage format and procedures.

Destroy when superseded, obsolete, or no longer
required, whichever is earlier.

SSIC 2320

GENERAL ROUTING DOCTRINE RECORDS
Destroy when 2 years old.

SsK2w

QUALITY co NTROL RECORDS GENERAL

CORRESPONDENCE FILES. Routine files pertaining to
quality control of telecommunications traffic and
mesaagea. ‘llwse files relate to error rates and
retrammiasion rates.

Destroy when 1 year old.

SSIC 2314

COMMUNIC ATIONS EVALUATION RECORDS. Case
fiIea at Naval Computer and Telecommunications
Command (NCTC) containing evaluations of requests for
solving communications or technical problems, e. g.,
overloading circuits.

Destroy 2 yeara after action is completed or when no
longer needed for reference, whichever is later.

TRAFFIC STATISTICAL DATA RECORDS. Records
fikd at NCTC concerning trends and statistics for
message traffic vohmwa, manual intervention rates and
availabilities and reliabilities for the principal
Department of the Navy message handling systems.
Includes statistics on AUTODIN volumes.

a. Inrmt reuort s from aU sources.

1. ACTIVITIES GENERAL CORRESPONDENCE
FILES. Fks include reporta and other papers related to
internal operations and administration of message
routing.

Destroy when 2 years old.

2. PUBLICATIONS AND INSTRUCTIONS. publications
and instructions governing message routing and providing
general routing doctrine.

Destroy when superseded, cancelled or no longer
required for reference, unless otherwise directed.

SSIC 2321

COMMUNICATION ALTERNATE ROUTING
@LTROUTE) RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to ALTROUTE.

Destroy when 1 year old.

SsK2w

STABILIZED ROUTING FOR AFLOAT COMMAND
JSTROFAC) RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to STROFAC temporary circuit routes
routinely established for 90 days.
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tiOy when 1 yealr old.

ACP-117 LISTING RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to Allied Communications Publication 117
(ACP-117).

Destroy when incorporated in revised edition or
change to ACP-117.

COMMUNIC ATIONS GUARD SHIFT RECORDS

1. MESSAGES PERTAINING TO COMMUNICATIONS
GUARD SHIET3.

Destroy when 1 month old.

Sm2M!l

~ENERAL ADDRESS DESIGNATORS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
include reports and other papers related to plain
language addresses, addreas indicator groups, collective
address designators and call signs.

Destroy when 2 years old.

2. PUBLICATIONS AND INSTRUCTIONS. These
govern Plain Language Address Directory (PLAD),
Address Indicating Groups (AIGs), Collective Address
IMributions (CADS) and call signs.

Destroy when superseded, cancelled, or no longer
needed, unless otherwise directed by applicable
regulations.

SSIC 2341

PLAD RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to the PLAD.

DeStrOywhesl 2 y- old.

AIG’S/CAD’S/GENERAL MESSAGE RECO~

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to AIGs, CAlls, and general messages,

a. CADS.

Destroy when 1 year old.

b. AIGs and general messages,

DeStrOywhen 1 y~ old.

SsK2w

ROUTING INDICATORS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to routing indicators.

Destroy when 1 year old.

SSIC 2344

INTERNATIONAL CALL SIGNS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to international call signs.

ktiOy wheII 3 y- old.

SSIC 2345

VOICE CALL SIGNS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to voice call signs.

Destroy when 3 years old.

fN31C2400-2499

ELECTROMAGNETIC SPECTRUM RECORDS

SSIC 2400

GENERAL MANAGEMENT RECORDS

1. GENERAL SPECTRUM MANAGEMENT
RECORDS. Records pertaining to the electromagnetic
spectrum.

SsuM2 Destroy when 5 years old.
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2. SPECTRUM MANAGEMENT TRAINING
RECORDS. Records pertaining to allocations,
electromagnetic compatibility and related areas of
t%equencymanagement.

3. SPECTRUM MANAGEMENT AUTOMATION
RECORDS. Records pertaining to development and use
of computer programs in connection with frequency
allocxitions and assignment functions.

DSStrOyWheU2 y(%ll%old.

SsK2w

ALLOCATION/ASSIGNMENT RECORDS

1, ALLOCATION RECORDS. Records documenting the
application, coordination, approval and authorization of
frequency avocations for operational use of
telecommunication equipment and systems.

Transfer to WNRC on revocation of aUocation.
Destroy 10 years after revocation. (NC1-3S-79-2)

2. ASSIGNMENT RECORDS. Records of proposals,
authorizations, assignments, deletions and cumulative
resources of radio frequencies for tbe operation of
telecommunication equipment.

freuuencv aasumm
.

a. Chamzea to ents made on-Une in

fie Freiluencv Resource Records Svstem maintained by
the Electroma mwtic ComDatibifity Analvsis Center for
the Demrt ment of Defense and innut to svstems oDerated
bv anv other Federal government agency.

Overwite old assignments when obsolete.

b. Paoer records on assiim ments, whether above or
below 30 MHZ. Includes electronic environment studies
Y=d to evaluate feasibility of assimina new frequencies.

2. RADIO NOISE RECORDS. Records of background
noise created by natural or man-made causes.

3. INTERFERENCE (MAN MADE) RECORDS. Records
of electromagnetic noisea generated by machine or other
devices which degrade the effective performance of
telecommunications electronic systems.

Destroy when 2 years old.

4. ELECTROMAGNETIC PULSE (EMP) RECORDS.
Records of tbe degradation effect of radio frequency
energy created by nuclear explosions on communications
and electronic equipment or systems. (Exclude summaries
and primary program records covered by 2000.1.)

Destroy when 2 years old.

PROPAGATION RECORDS

1. PROPAGATION RECORDS. Records of special
frequency predictions including tables of maximum
useable frequency/frequency optimum traffic (MUF/FOT)
for times of day.

Destroy when 2 years old.

SSIC 2440

USAGE RECORDS

1. FREQUENCY USAGE RECORDS. Records of actual
usage of radio frequencies.

Destroy when 10 years old. (NC1-3S-79-2).

~SIC 2450-2459

ELECTROMAGNETIC COMPATIBILITY RECORD!$
Destroy 2 years after revocation.

SsK2!QQ

INTERFERENCE RECORD$

1. RADIO FREQUENCY INTERFERENCE RECORDS.
Records of electromagnetic disturbances which interrupt,
obstruct or degrade the effective performance of
telecommunications electronic equipment.

DeStrOywbeII 2 y~rs old.

fisK24u

GENERAL ELE CTROMAGNETIC COMPATD31LITY
RECORDS

1. ELECTROMAGNETIC COMPATIBILITY
ANALYSIS CENTER (ECAC) RECORM. Records
pertaining to the assistance and advice provided the
Department of Defense (DOD) on electromagnetic
compatibility matters.
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~trOy when 2 y- old.

2. ELECTROMAGNETIC COMPATIBILITY
SHIPBOARD PROGRAM RECORDS. Records of
program devoted to assure ECM shipboard.

Destroy *en 2 years old.

3. ELECTROMAGNETIC COMPATIBILITY
AIRCRAFT PROGRAM RECORDS. Records of
programs devoted to assure ECM in aircraft.

Destroy when 2 years old.

4. OTHER ELECTROMAGNETIC COMPATIBILITY
RECORDS. Records pertaining to the comparability of
communications and electronic equipment to be operated
in their intended operational electromagnetic environment
without causing unacceptable performance degradation.

Destroy when 2 years old.

5. ELECTROMAGNETIC COMPATIBILITY
PROGRAM FUNDS RECORDS. Records of funds
committed to assure ECM throughout the DOD.

Destroy when 2 years old.

SSIC 2460-2469

FREQUENCY SOUND ERS RECORDS

SSIC 2460

GENERAL FREOUENCY SOUNDERS RECORDS

1. lWDIO FREQUENCY COORDINATION RECORDS.
Records pertaining to inter-service and intra-service
coordination and national and international coordination
frequency assignments.

Destroy when 2 years old.

2. RADIO FREQUENCY ENERGY RECORDS. Records
of energy (power) produced in radio frequency portion of
the electromagnetic spectrmn by devices and
communications and electronic equipment or systems.

Ntroy when 2 years old.

3. RADIATION HAZARD (RADHAZ) RECORDS.
Routine records of the effect of radio frequency energy
on personnel, flammable mixturex, ordnance and
communications and electronic equipment horn a hazard
standpoint. (Exclude policy and standard procedure

records covered by 5100, Safety and Occupational
Health.)

ktrO)’ when 6 yeSrS old.

j$SIC 2500-2599

S1 COMMUNICATIONS RECORDS

THE RECORDS IN THIS (2500-2599) SERIES ARE
RELATED TO GENERAL SPECIAL INTELLIGENCE
(S1) COMMUNICATIONS (SI COMMUNICATIONS
PLANNING AND MANAGEMENT, S1
COMMUNICATIONS PROCEDURES, S1
COMMUNICATIONS EQUIPMENT INSTALLATION
AND CONFIGURATION CONTROL) RECORDS
INCLUDING S1 COMMUNICATIONS SYSTEMS
(MULTI-USER S1 COMMUNICATIONS CENTER, S1
OFF-LINE ENCRYPTED COMMUNICATIONS
SYSTEMS, S1 RED LINE MULTIPLEXING SYSTEMS
(LEMONADE), CLASSIC WIZARD
COMMUNICATIONS SYSTEMS, AUTOMATIC
PROCESSING SYSTEMS FOR MESSAGES, AND S1
AUTODIN LIMITED PRIVACY SERVICE (ALPS)), S1
HIGH FREQUENCY DIRECTION FINDING (HFDF)
COMMUNICATION SYSTEMS (S1 HFDF
COMMUNICATIONS RELIABILITY REPORTS AND
S1 HEDF COMMUNICATIONS CONTROL SHIFTS), S1
TACTICAL COMMUNICATIONS (SI AIR/GROUND
COMMUNICATIONS SYSTEMS, S1 SHIP/SHORE
COMMUNICATIONS SYSTEMS, S1 MOBILE
COMMUNICATIONS-SHORE BASED, S1 MOBILE
COMMUNICATIONS-AFLOAT, S1 TACTICAL
EXCHANGE AUTOMATED SYSTEM (TEXAS), S1
TACTICAL INTELLIGENCE COMMUNICATIONS
SYSTEMS AND S1 OPERATIONAL INTELLIGENCE
COMMUNICATIONS SYSTEMS) RECORDS.

SSIC 2500

~1 OM~ - GENERAL.
Records dealing with communications which exist to
support a cryptologic and/or Sensitive Comparhnented
Information (SC1) mission. These communications consist
of systems, networks, circuits, and facilities at locations
where cryptologic functions are performed by personnel
of the Naval Security Group md those portions of the
Office of Naval Intelligence operated by Navy or Marine
Corps personnel. Tbeae are documents concerning
telecommunications systems and not text actually
transmitted via the systems.

1. PRIMARY PROGRAM CORRESPONDENCE.
Records of OPNAV, Comman der, Naval Security Group
(COMNAVSECGRU), Mrector, Office of Naval
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Intelligence and flag level headquarters, such as
memormda, letters, messages, reports and attachments,
documenting high level Department of the Navy S1
communications policy.

Permanent. Retire to the Commander, Naval
security (hllp Activity, Attn: Nl&Archives, 9800
Savage Road, Suite 6585, Fort George G. Meade,
MD 20755, when 2 years old. Offer to NARA entire
record series or S-year blocks thereof, if unclassified
or declassified, when 50 years old or sooner. Records
series for which special protection has been extended
beyond 50 years will be rereviewed for
declassification every 10 years thereafter until
releasable. The entire series of these records, or 5-
year blocks thereof, witl then be transferred to
NARA.

2. ROUTINE ADMINISTRATIVE
CORRESPO NDENCE. Correspondence, reports and
messages documenting routine matters at alt other naval
activities.

Destroy when 2 years old.

~

St COMMUNIC ATIONS PLANNING AND
MANAGEMENT

Records reIatin~ to t)lannimz. m ozranunimz. directin~
.

ma!l ing CrVDtO] “cCommuni “ens svstems
within NAVSE CGRU such as: inmlementim Dlans,

mt rine, mwranmu “ng and mndan e dec velomd bv NS&,
maintaining liaison and coordination with agencies
involved in communications matters of NAVSECGRU
interest and reaoo naibititv: develoohuz and issuing

P=ed ural instructions aDDticable to Navv-cmerated
communications: and the review and waluation of
NAVSECG RU field station communications uerformanc~.

1. PRIMARY PROGRAM RECORDS. Records relating
to the Navy’s policy and doctrine regarding S1
communications planning at OPNAV,
COMNAVSECGRU, Director, Office of Naval
Intelligence and flag level headquarters.

Permanent. ‘Ihnafer to NARA per par. 2500.1.

2. ROUTINE ADMINISTRATIVE
CORRESPONDENCE. Correspondence, reports and
measagea documenting routine matters at all other naval
activities.

Destroy when 2 years old.

3, PLANS.

a. Record coDv of Navv-originated Dlans.

Permanent. Transfer to NARA per para. 2500.1.

b. All other CODiSS.

Destroy when no longer required for reference.

jWIC 2502

S1 MCO MUNICATION PROCEDURES

1. ROUTINE OPERATIONAL CORRESPONDENCE.
Correspondence concerning procedures used in operating
telecommunications systems.

Destroy when no longer needed for operations.

2. PUBLICATIONS.

a. Official record coDv develooed bv mwram SDOnsor.

Permanent, Retire to the Commander, Naval
Security Group Activity, Attn: N14-Archives, 9800
Savage Road, Suite 6585, Fort George G. Meade,
MD 20755, when 2 years old. Offer to NARA entire
record series or 5-year blocks thereof, if unclassified
or declassified, when 50 years old or sooner. Records
series for which special protection has been extended
beyond 50 years will be re-reviewed for
declassification every 10 years thereafter until
releasable. The entire series of these records, or 5-
year blocks thereof, will then be transferred to
NARA through appropriate channels.

b. All other coDies.

Destroy when superseded.

~6

S1 COMMUNICATIONS ECNJIPMENT AND
CONFIGURA TION CONTROL

RECORDS RELATING TO ALL PROPOSED
CHANGES TO THE BASELINE SOFIWARE AND
HARDWARE CONFIGURATION ITEMS EVALUATED
AND DISCUSSED BY ALL INTERESTED PARTIES
DURING THE CONFIGURATION CONTROL BOARD
(CCB) MEETING. INCLUDES INFORMATION ON
DESIGN SUCH AS WIRING DIAGRAMS AND
BLUEPRINTS.
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1. MINUTES OF BOARD MEETINGS AND
SUPPORTING TECHNICAL DOCUMENTS,
INCLUDfNG WHUNG DIAGRAMS AND
BLUEPRINTS.

Permanent. Transfer to NARA per para. 2500.1.

2. ROUTINE ADMINISTRATIVE
CORRESPONDENCE.

Destroy when relevant system is superseded.

&IC 2510

S1 COMMUNICATIONS SYSTEMS - GENERAL

RECORDS PERTAINING TO
TELECOMMUNICATIONS SYSTEMS USED FOR
TRANSMISSION OF SECURITY iNFORMATION
DEVELOPED BY OPERATIONAL USERS.

1. PRIMARY PROGRAM CORRESPONDENCE.
Records of OPNAV, COMNAVSECGRU, flag level
headquarters and the office of program sponsor.
fncludes: plans for installation and concepts of
operations; records relating to actual installation and
concepts of operations; and records relating to actual
installation schedules and system obsolescence and
removal. For routine administrative correspondence at
these commands, use paragraph 2510.2.

Permanent. Retire to the Comman der, Naval
Security Group Activity, Attn: N14-Archives 9S00
Savage Road, Suite 6585, Fort George G. Meade,
MD 2075S, when 2 years old. Offer to NARA entire
record series or S-year blocks thereof, if unclassified
or declassified, when 50 years old or sooner.
Records series for which special protection has been
extended beyond 50 years will be re-reviewed for
decbmsification every 10 years there after until
releasable. The entire series of these records, or 5-
year blocks thereof, will then be transferred to
NARA through appropriate channels.

2. ROUTINE OPERATIONAL AND ADMINISTRATIVE
CORRESPONDENCE AT ALL OTHER NAVAL
ACTIWTIES.

Destroy when 2 years old.

3. PUBLICA’ITONS.

a. Official record CODYdeveloned bv moaram soonsor.

Permanent. Apply para. 2510.1.

b. AU other conic+

Destroy upon supersession.

~SIC 2511

MULTI-US ER SPECIAL INTE LLIGENCE
~OMMUNfCATfONS SYSTEMS (MUS C)I

1. RECORDS RELATING TO MUSIC AUTOMATED
COMMUNICATIONS SYSTEMS THAT INTERFACE
EXfSTfNG COMMUIWCATIONS NETWORKS AND
INCORPORATE TACTICAL iNTELLIGENCE
COMMUNICATIONS CENTER (TICC) FUNCTIONS
WfTHfN A SINGLE SYSTEM.

Apply SSIC 2510.

Ssrc 2512

S1 OFF-LINE ENCRYPTED COMMUNI CATIONS

SK5XE&&

1. CONCERNS A VARIETY OF OFF-LINE
CRYPTOGRAP~C EQUIPMENTS AND THEIR USE
FOR TRANSMISSION OF MESSAGE TRAFFIC.

Apply SSIC 2S10.

~

S1 RED LfNE MUL TIPLEXING SYSTEMS (PR03’EtX
LEMONADE)

1. RECORDS RELATING TO TIME DMSION
MULTIPLEXING OF MULTIPLE CIRCUfTS INTO A
SINGLE TRANSMfT1’ED DATA STREAM.

Apply SSIC 2510.

SSIC 2515

CLASSIC WIZARD COMMUNICATIONS SYSTEMS

1. RECORDS RELATfNG TO A GROUP OF
REGIONAL REPORTfNG CENTERS (CO-LOCATED
WITH NAVSECGRU STATIONS) WHICH PROVIDE
SPECIAL MISSION SUPPORT TO
TACTICAL/NATIONAL CONSUMERS. A SYSTEM
THAT PROVIDES TELECOMMUNICATIONS
SUPPORT FOR PROJECT CLASSIC WIZARD.

Apply SSIC 2510.

SSIC 2516
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AUTO MATIC PROCE ssmG SYSTE M FOR S1
MESSAGES. Covers ADP systems used for transmission
of messages among naval and Department of Defense
(DOD) command elements.

Apply appropriate subparagraph of SSIC 2510.

SSIC 2517

S1 AUTODIN LIMITED PRIVACY SERVICE (ALPS)

1. RECORDS RELATING TO AUTODIN LIMITED
PRIVACY SERVICE (ALPS) WHICH ISA
COMMUNICATIONS HANDLING SYSTEM THAT
ALLOWS FOR PROTECTION OF ELECTRONICALLY
TRANSMITTED COMPARTMENTED MESSAGES VIA
THE AUTODIIWDSSCS WITHOUT FORMAL
INDOCTRINATION OF AUTOMATIC SWITCHING
CENTER (ASC) PERSONNEL.

Apply appropriate subparagraph of SSIC 2510.

~

$1 HFDF COMMUNICATION SYSTEMS

1. RECORDS RELATING TO CIRCUITRY USED FOR
TRANSMISSION OF HFDF DATA.

Apply appropriate subparagraph of SSIC 2510.

SSK12&U

~1 HFDF COMMUNIC ATIONS RELIABILITY
REPORTS

1. MONTHLY REPORTS ON CIRCUfT RELIABILITY.

kStrOJ’ when 2 yelll%old.

!N$lQ&2

$1 HFDF COMMUNI CATIONS CONTROL SHHWS

1. RECORDS RELATING TO SHHW OF NETWORK
CONTROL AMONG VARIOUS STATIONS.

Destroy when 1 year old.

~

51 TACTICAL COMMUNIC ATIONS - GENERAL

RECORDS CONCERNING TELECOMMUNICATIONS
SYSTEMS AND CIRCUITRY lN SUPPORT OF

TACTICAL OPERATIONS.

1. PRIMARY PROGRAM CORRESPONDENCE.
Records of OPNAV, COMNAVSECGRU, flag
headquarters and the office of program sponsor. Includes
plans for installation, concept of operations and records
relating to actual installation schedules and systems
obsolescence and removal. For routine adminktr ative
correspondence at these commands, uae SSIC
subparagraph 2530.2.

Permanent. Retire to the Commander, Naval
Security Group Activity, Attn: N14-Archives, 9800
Savage Road, Suite 6585, Fort George G. Meade,
MD 20755, when 2 years old. Offer to NARA entire
record seriw or 5-year blocks thereof, if unclassified
or declassified, when 50 years old or sooner. Records
series for whkh special protection has been extended
beyond 50 years will be re-reviewed for
declassification every 10 years thereafter until
releasable. ‘he entire series of these records, or 5-
year blocks thereof, will then be transferred to
NARA through appropriate channels.

2. ROUTINE OPERATIONAL AND ADMINISTRATIVE
CORRESPONDENCE AT ALL OTHER NAVAL
ACTIVITIES.

Destroy when 2 years old.

3. PUBLICATIONS,

a. Official record coDv develooed bv Dromam soonsor.

Permanent. Apply SSIC subparagraph 2530.1.

b. AU othe r cooi~.

Destroy upon supersession.

~

jN AIR GROUND COMMUNIC ATIONS SYSTEM

1. OPERATIONAL RECORDS RELATING TO THE S1
AIR GROUND COMMUNICATIONS SYSTEM WHICH
PROVIDES SPECIFIC AIRCRA~ SECURE
COMMUNICATIONS WITH DESIGNATED S1
CAPABLE SHIPS AND NAVSECGRU SHORE
STATIONS.

Apply appropriate subparagraph of SSIC 2S30.

SSIC 2532
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~1 SHIP SHORE COMMUNI CATIONS SYSTEMS

1. RECORDS RELATING TO S1 SHIP SHORE
COMMUNICATIONS SYSTEMS.

Apply appropriate subparagraph of SSIC 2530.

~

$1 MOBILE COMMUNfCATIONS - SHORE BASED

L RECORDS RELATING TO VARIOUS TACTICAL S1
COMMUNICATIONS AND ENCRYPTION SYSTEMS
USED BY THE USMC FOR CRYPTOLOGIC SUPPORT
TO AMPHIBIOUS WARFARE DURING AMPHIBIOUS
ASSAULTS AND WHEN ASHORE.

Apply appropriate subparagraph of SSIC 2530.

~SIC 2534

j31MOBILE COMMUNICATIONS - AFLOAT

1. OPERATIONAL RECORDS RELATING TO
VARIOUS TACTICAL S1 COMMUNICATIONS
SYSTEMS AND CIRCUITRY USED TO PROVIDE
REAL-TIME CRYPTOLOGIC AND INTELLIGENCE
SUPPORT TO BA’ITLE GROUP COMMANDERS,
BETWEEN UNITS OF A BA’ITLE GROUP AND FOR
VARIOUS SPECIAL OPERATIONS. SYSTEMS
INCLUDE ENCRYPTED VOICE, DATA, AND
IMAGERY TRANSMI’lTED VIA UHF SATCOM,
LONG HAUL HF AND SEVERAL FREQUENCY
BANDS FOR LINE-OF-SIGHT.

Apply appropriate subparagraph of SSIC 2530.

~SIC 2535

S1 TACTICAL EXCHANGE AUTOMATED SYSTEM

f!lnwa

1. RECORDS CONCERNING AN OBSOLETE SYSTEM
PROVIDfNG CIRCUIT INTERCONNECTIONS FOR
TRANSMISSION OF DATA AMONG DEPARTMENT
OF THE NAVY AND OTHER DOD ACTMTIES.

Apply appropriate subparagraph of SSIC 2530.

~6

$1 TA~ICAL INTELLIGENCE COMMUNIC ATIONS
~YSTEMS (TACINTEL]

1. RECORDS RELATING TO THE S1 TACTICAL

iNTELLIGENCE COMMUNICATIONS SYSIWM
(TACINTEL) WHfCH IS A MEMBER OF THE
FAMILY OF AUTOMATED INFORMATION
EXCHANGE SUBSYSTEMS DEVELOPED UNDER
THE FLEET SATELLITE COMMUNICATIONS
(FLTSATCOM) PROGRAM TO SUPPORT THE RAPID
INTERCHANGE OF INFORMATION BETWEEN
MOBILE TERMINALS.

Apply appropriate subparagraph of SSIC 2530.

~7

$1 OPERATIONAL INTELLIGENCE
COMMUNICATIONS (OPINTELJ

1. RECORDS RELATING TO THE S1 OPERATIONAL
iNTELLIGENCE COMMUNICATIONS (OPINTEL)
BROADCAST WHICH PROVIDES A MEANS FOR
BROAD AND RAPID DISSEMINATION OF
OPERATIONAL INTELLIGENCE,
COMMUNICATIONS INTELLIGENCE (COMINT), S1,
AND SPECIAL WEATHER INTELLIGENCE (sWI) TO
SELECTED FLEET UNITS AND COMMANDERS
AFLOAT.

Apply appropriate subparagraph of SSIC 2530.

SSIC 2538

pl SUB MARINE SATELLITE INFORMATION
EXCHANGE SUB SYSTEM (S1 SSIXS)

1. RECORDS RELATING TO THE S1 SUBMARINE
SATELLfTE INFORMATION EXCHANGE
SUBSYSTEM (S1 551X5) WHICH IS A
COMMUMCATIONS RELAY SYSTEM DESIGNED TO
PROVIDE HIGH DATA RATE MESSAGE DELlVERY
TO SUBMARINES.

Apply appropriate subparagraph of SSIC 2530.

SSIC 2700-2799

AFLOAT COMMUNI CATIONS RECORDS

SSIC 2700

GENERAL AFLOAT COMMUNI CATIONS RECORD!$

1. OPLANS (AFLOAT COM OPS) RECORDS. Records
pertaining to afloat communication OPLANS for
monitoring naval telecommunications system (NTS)
participation.
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Destroy when 2 years old or when superseded,
whichever is earlier.

Destroy when 2 years old.

SSIC 2760
2. GENERAL CORRESPONDENCE FILES.

OPERATING RECORDS
Destroy when 2 years old.

1. FLEET OPERATIONAL TELECO MMUNICATIONS
PROGRAM (FOTP) RECORDS. Records pertaining to
development, enhancement and operation of the FOTP
reporting system which establishes time criteria for
broadcast shifts, messages and equipment.

CIRCUITRY AND NETWORK RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to circuitry and networks. Destroy when 2 years old.

Destroy when 2 years old. 2. OTHER OPERATIONS RECORDS. Records
pertaining to routine operation of general circuitry and
networks and the operation of tactical nets between ships,
aircraft and shore stations.

SSIC 2720

EXERCISES RECORDS
Destroy when 2 years old.

1. EXERCISE (AFLOAT COMMUNICATION
OPERATIONS) RECORDS. Routine operational records
relating to afloat communication exercises.

SsK2ztm

QUALITY MONITORING AND CONTROL RECORDS
Destroy when 2 years old.

1. OPERATIONAL READINESS EVALUATION (ORE)
RECORDS. Records pertaining to exercises,
discrepancies, feedback and resolution of problems
relating to ORES (shipboard level inspections) conducted
for NAVCAMS. (Exctude primary program records
covered by SSIC 2000.1.)

REQUIREMENTS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to requirements of general circuitry and
networks. Destroy when 2 years old.

2. OTHER QUALITY MONITORING AND CONTROL
RECORDS. Records pertaining to quality monitoring and
control of afloat communications operationa.

Destroy when 1 year old.

SSIC 2740

READINESS RECORLEj Destroy when 2 years old.

1. GENEFGkL CORRESPONDENCE FILES. Files

~g to re8dhSS of general circuitry and networks.
Records site problem encountered with circuits on ship
wMle underway.

SSIC 2790

AFLOAT COMMUNIC ATIONS SUPPORT RECORDS

1. PERFORMANCE EVALUATION (AFLOAT
COMMUNICATION SUPPORT) RECORDS. Records
pertaining to support of afloat communications.

Destroy when 1 year old.

Destroy when 2 years old.
PLANS RECORDS

2. OTHER AFLOAT COMMUNICATIONS SUPPORT
RECORDS. Records pertaining to support of afloat
communications .

1. GENERAL CORRESPONDENCE FILES. Files

~g to Plans of general circuitry and networks and
to plans for tactical nets between ships, aircraft and
shore stations. Destroy when 1 month old.
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SsK22u

COMMUNIC‘noA NS AREA MASI’ER STATION
AMS) RECORDS

1. CAMS RECORDS. Records pertaining to the
operational requirements of the CAMS, support provided
and missions accomplished. (Exclude primary program
records covered by 2000.1,)

DeStrOyWhm 2 y- old.

2. TRAFFIC HANDLING/Processing RECORDS.

Apply appropriate subparagraph of SSIC 2310.

Smm!2

PRIMARY SUP PORT STATION (NAVAL
coMMuNfc ATIONS STATIONS AND NAVAL
COMMUNIC ATIONS UNITS) RECORDS

1. PRIMARY SUPPORT STATION (AFLOAT
COMMSPT) RECORDS. Records pertaining to
operational requirements, support provided and missions
accomplished by the NTS primary support stations.
(Exclude primary program records covered by 2000.1.)

Apply appropriate subparagraph of SSIC 2310.

~IC 2797

HIGH COMMAND (fHCOM) RECORDS

1. HfCOM COMMUNICATIONS NETS RECORDS.
Records pertaining to planning for changes io
configuration to or tleet comman der HICOM nets and to
the operation, programming, funding and maintenance of
the system. (Exclude primary program records covered
by 2000.1.)

Destroy when 5 years old.

SSIC 2800-2899

COMMUNICATIONS PLANS. PROGRAM, AND
REQUIREMENTS RECORDS

Sw2M!Q

GENERAL COMMUNIC ATIONS PLANS,
PROGRAMS, AND REOUfREMENTS RECORDS

Apply subparagraph 2000.4

Destroy when 2 years old.
SUBSYSTEM PROJE CT PLAN (SPP) RECORDS

2. PRfMARY/SECONDARY SHIP/SHORE SYSTEM
RECORDS. Records pertaining to the planning,
operation and resources in support of the
primaryhecondary ship/shore communication system.

DeStrOywhen 5 Y(MI%old.

3. TRAFFIC HANDLING/PROCESSING RECORDS.

Apply SSIC 2310.

RESIDUAL STATION (NAVAL
TELECOMMUNICATIONS CENTER) RECORDS

1. RESIDUAL STATION (AFLOAT COMMSPT)
RECORDS. Records pertaining to operational
requirements, support provided and missions
accomplished by the NTS residual support station.
(Exclude primary program records covered by 2000.1.)

1. GENERAL CORRESPONDENCE FILE. Files
pertaining to major telecommunications subsystems which
require separate approval and funding from the parent
program. (Exclude primary program records covered by
2000.1.)

Destroy when 5 years old.

Sw2!w

MANAGEMENT ENGINEERING PLAN (MEPJ
RECORDS

1. GENERAL CORRESPONDENCE FfLES. Files
pertaining to the assignment of responsibility for
management engineering, operation and maintenance of
facilities of the naval telecommunications or defense
communications systems. (Exclude primary program
records covered by 2000.1.)

Destroy 1 year after disestablishment of installation.

2. TRAFFIC HANDLING/PROCESSING RECORDS. SSIC 2803
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MASTER INSTALLATION INFORMATION PLAN
JMIIP) IWCO RD!$

1. GENERAL CORRESPONDENCE FILES, Files
prepared by major claimants for subordinate activities
listing projects to be implemented. (Exclude primary
program records covered by 2000.1.)

Destroy when 5 years old or superseded, whichever is
later.

~

BASIC ELECTRO NICS SYSTEM ENGINEERING
PLAN (BESEP) RECORDS

1. GENERAL CORRESPONDENCE FILES. Files and
records of BESEPs prepared by Commander Space and
Naval Warfare Systems Command
(COMSPAWARSYSCOM) field activities on
telecommunications projects.

Destroy when 5 years old.

~

COMMUNICATIONS LONG AND MID-RANGE
PLANNING RECORDS

Apply subparagraph 2000.4.

SSIC 2830-2S39

COMMUNIC ATION CONSOLIDATION RECORDS

SSIC 2s30

GENERAL COMMUNI CATION CONSOLIDATION
REcoq

1. JOINT STANDARDS AND INTEROPERABILITY
RECORDS. Records pertaining to standards of
interoperabitity among Army, Navy, Air Force and Coast
Guard.

Retire to =C when 3 years old. Destroy when 10
y- old.

2. AUS-CAN-N2XJK-US; NATO; AND
BILATERAMREGIONAL INTEROPERABILITY
RECORDS. Records pertaining to interoperabilit y of
communications equipment to be sold, leased or loaned,
or p@ain@ to the exchange of communication
information between the Navies of Austratia, Canada,
New Zealand, the United Kingdom and the United States;

between the United Statea md other NATO countries;
and between the United States md individual foreign
countries (bilateral) and regions. These are not FMS
records (see SSIC 4920).

a. Records concerning iuterooerabilitv w tiCVand
proftrams.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

b. Routine admuu“ “strative records.

hS&Oy when 5 Yt?ilrSold.

3. DEFENSE COMMUNICATIONS SYSTEMS
RECORDS. Routine administrative records pertaining to
consolidation of development efforts of systems design of
the major telecommunications systems used by the
military services and DOD. (Exclude primary program
records relating to Department of the Navy poticies
covered by 2000.1. )

Destroy when 3 years old.

4. NON-DOD TELECOMMUNICATIONS RECORDS.
Records pertaining to the State Department or maritime,
commercial or other communications not under DOD.
(Exclude primary program records relating to
Department of the Navy policies covered by 2000.1.)

Destroy when 3 years old.

5. AGREEMENTS AND MEMORANDA OF
UNDERSTANDING CONCERNING CROSS
SERVICING OF TELECOMMUNICATIONS. These
policy records relate to inter-service, inter-agency and
AUied agreements.

Permanent. Retire to WNRC when 10 years old.
Transfer to NARA when 25 years old.

6. MF/HF AND VHF/UHF EQUIPMENT RECORDS.
Routine administrative and operational records
pertaiuiig to the interoperability of radio equipment
instaUed in aircraft and equipment afloat and ashore
dedicated to aircraft communications. (Exclude primary
program correspondence covered by 2000.1.)

Destroy when 5 years old.

7. ~ TRAFFIC CONTROL RECORDS. Records
pertaining to the coordination of air traffic control
between the mititary services and the federal government.
(Exclude primary program records covered by 2000.1.)
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hS&Oy w’bi 5 yeiWSold.

8. AIRCRAFI’ COMMUNICATIONS PROCEDURES
RECORDS. Routine records concerning coordination of
aircraft communications procedures including secure and
non-secure voice, authentication, distress and lost
communications procedures. (Exclude primary program
records covered by 2000.1.)

h!StrOJ’w’hl 5 J’&Usold.

~SIC 2860-2869

MILITARY COMMUNIC ATIONS ELECTRONICS
BOARD (MCEB) RECORDS

SsK2W

~ENERAL MILITARY COMMUNICATIONS
ELECTR ONICS BOARD (MCE B) RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to MCEB standards. (Exclude primary
program records covered by 2000.1.)

Destroy when no longer needed for reference.

$SIC 2880-2899

TELECOMMUNICATIONS REQUIREMENTS
RECORDS

Ss!!aw

TELECOMMUNICATIONS OPERATING
RE(NJIREMENTS (TE LCOR) RECORDS.

1. INPUT OF TELECO MMUNICATIONS TRUNKS
AND CIRCUITS AFFECTING MAJOR COMMANDS,
SUBMITTED ON OPNAV 2010/2.

Destroy when no longer needed for reference, (NCTC
keep last two current in file.)

2. TELCOR suMMARY.

a. Master coDv filed at NCTC.

Permanent. Transfer to NARA 25 years after
superseded,

b. All Other CODl@.
.

Destroy when superseded.
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CHAPTER 3
(N1-NU-S9-5)

OPERATIONS AND READINESS

~Ic 3000-3999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO ALL PHASES OF NAVAL AND MARINE
CORPS OPERATIONS, SEA, LAND, OR AIR,
INCLUDING THOSE PERTAINfNG TO NAVAL AND
MARINE CORPS STRATEGIES AND PLANS
GEOPHYSICAL AND HYDROGRAPHIC SUPPOR’O
ASTRONOMICAL AND CHRONOMETRIC SUPPOR’11
PORT OPERATION% CRYPTOLOGY WARFARE
TECHNIQUES; TRAINING AND READINE~
FLIGHT/AHt SPACE; NAVAL INTELLIGENCE; AND
RESEARCH, DEVELOPMENT, TEST, AND
EVALUATION. THE RECORDS ARE
ACCUMULATED BY ACTIWTIES ASHORE AND
AFLOAT APPLYING PROCEDURES AND POLICDIS
ESTABLISHED BY HIGHER ORGANIZATION
ELEMENTS, COMMAND ACTMTfES EXERCISING
MANAGEMENT AND OPERATIONAL CONTROL,
AND DEPARTMENTAL (HEADQUARTERS) OFFICES
RESPONSIBLE FOR MANAGING, PLANNLNG,
DEVELOPING, AND PRESCRIBING OPERATIONAL
POLICIES AND PROCEDURES FOR JOINT
OPERATIONS, MOBILIZATION, AND FLEET
OPERATIONS.

~
RECORDS

1. IMMEDIATE OFFICE OF THE CHIEF OF NAVAL
OPERATIONS CORRESPONDENCE FILE (DOUBLE
ZERO FILE). Primary Program records and
correspondence files that reflect the establishment of
Navy policy in matters of naval operations and naval
warfare. This file is maintained in the immediate office
of the Chief of Naval Operations (cNO) by the Executive
Secretariat and includes correspondence and other
records receiving tbe personal attention of the CNO.

Permanent. Retire to Director of Naval History
Operational Arctdvea (CNO N09BH) annually.
N09BH transfer to NARA when 50 y- Obi.

2. CHIEF OF NAVAL OPERATIONS CENTRAL
CORRESPONDENCE FILE. Incoming and outgoing
correspondence to/from the OftIce of the Chief of Naval
Operations (OPNAV) including designated OPNAV
Rincipal Officials and their component offices and

divisions. Records reflect the establishment of policies,
pbms, programs, and procedures and the procedural
development, execution and accomplishment of naval
operations and programs relating to the assigned
responsibllitiea of OPNAV. Records are maintained in
the CNO Central Mail Room.

a. Paper copies created prior to 1975 and after June
1995.

Permanent. Retire to WNRC in d-month increments
(Jan-JmI/Jul-Dec) when 2 yt!lll%0~. Transfer to
NARA when 20 y$411%old.

b. Microfiche cooks.

(1) Silver master and one diazo copy of files created
1975-1995.

PERMANENT. Retire to WNRC in d-month
increments (Jan-Jun/Jul-Dee) *eD 2 Y- old.
Transfer to NARA when 20 years old.

(2) Optical Dis Files created after June 1995.

Retain in CNO Mail & Files Brmch. (Destroy when
no longer needed for reference.)

3. COMMANDANT OF THE MARINE CORPS (CMC)
CORRESPONDENCE FILE. lncominglouttito~g
correspondence to/from tbe Office of the Commandant
and the Headquarters Staff Agencies that relate to the
development, establishment, and implementation of
plans, programs, warfare techniques, operational training
and readiness, and operational intelligence. ‘llds file
includes papers that depict the evolution of such policies,
pbms, and procedures. Records include the file copy of
directives issued through the Marine Corps directives
system as Marine Corps orders and bulletins (including
ALMARs and ALMARCONS); StUdieSpertabing to, and
file copies of manuals, publications, and periodicals
issued by Headquarters, U.S. Marine Corps (HQMC) or
issued jointly by the Marine Corps and another military
service or agency of the Department of Defense; Planning
and progr amming documents, including the Marine
Corps ‘hOOp and Organization Doc~t ~OpDoC),
the Marine Corps Long-Range Plan (MLRP), tie -e
Corps Mid-Range Objective Ptan (NMROP), and the
Marioe Corps Capabilities I’LzuWY); Studia
concerning tactical concepts of Fleet Marine Force
employment and Fleet Marine Force operational
requirements; Mounting-out material readiness reports;
and Briefing Memorandums addressed to the CMC, the
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~t @nmandd of the U.S. Marine Corps, the
Director, Marine Corps Staff, or the Deputy Chief of

PermsDeDc Retire to WNCR when 5 years old.
Transfer to NARA when 25 yelUS old.

4. (2NO AREA COORD~ATOR PROGM FILES.
Correspdace, report% studk% and other records that
re~t We developmeslt and execution of tie co~d’s

pbm% Politi=, p- functi-, progr=, procedures,
and essential transactia relating to the Area
~rdination function. FW%may include pordom of the

files of the Chief of Staff, Assistmt CbiefS of Staff, and
Staff Offices primarily concerned with Area
Coortiation. Records are accumuhted by
Commandmt, Naval District Watit@on Nw),
Co~der in Chief U.S. Atlantic Fleet, Co~der in
Chief U.S. Pacific Fleet, co~der in Chief U.S. Naval
Forces Europe, Co~der U.S. Naval Forces Central
Command, Chief of Naval Education md W-g, ~d
Commander Naval Reserve Force, New Orlelms only.

Pemum~t. Retire to nearest FRC when 4 years old.
Transfer to NARA when 25 years old.

5. BASE HEADQUARTERS RECORDS. Re\ords are
accumu~ted by naval operati ha%, sub~e ba=

amphibious bases, conatructim battaha centers and
me Corps& bases and major subordinate

a. Primam I%WSDI Records. Correspondence,
reports, and other records of the commander/
comDMDtig general that document the organimtion of
the Headqu@em and the development and execution of
ita primary mission or fimctions togetier with official
docummwtim of its poliaes, problm, deckions,
procedw~, and essenthl tr~ctions.

Permanat. Retire to nearest FRC when 5 years old.
Transfer to NARA when 25 years old.

b. General COrresgondence FIles. Routine

administrative correspondence relating to the internal
atistiation of the base and files of departments,
divisiom, and other ofticea that are duplimted or
~~ iD We commander’s/co~&lng general’s

Retire to near- FRC when 2 years old. Destroy
when 6 y- oM.

6. NAVAL STATIONS AND NAVAL AIR STA~ONS
RECORDS.

a. ~ ProIuam Records. Comspondwce,

reports, and other records of the co~~
officerlc~ ding general that docmt the

organization of the station and the deveh~t -d

execution of its p- mission or function tog~er with
offiaal doc~tation of procedur= and essential
transactions. Exclude OperatiMal Flight Records files
under SSIC 3700 of this instruction.

Pe~mt. Retire to nearest FRC when 4 years old,
Transfer to NARA when 20 years old.

b. Genera 1 Corresoo ndence File. Routie

administrative correapondmce relat@l to the
administration of the station and tarot activities tited
thereon and files of departments, divisioDs, and other
offices.

Retire to nearest FRC when 2 years old. Destroy
when 4 years old.

7. COR.RES~NDEN~ FILES OF ALL OTHER
NAVY AND ~ CORPS .ACTMTWS. Gened
cormpondmce files rehtig to the a-ration and
operation of the activity and program records relatinK to

implemmtation of policy. Exclude program records

specifically designated as Pe-ent records elsewbefe in

Dea@oy when 2 years old.

8. STATION JOURNALS. A daily journal in which is
recorded important information ~d notewo*Y

OCCUITWCSin the administration of Navy shore statiom.

a. Joumak for calwdm vear 1973 and earlier.

Offer to NARA immediately. NARA will accessiw
those Joumak of historiml value and is authorid to
destroy Joumak lactig historiml value.

b. Informal StatiOn JourDals maintained 1974 and

Mr. HistoriaUy signifimnt data for the co~d is
included in the Cosnnumd History filed under SSIC S7S7
of this instruction.

Destroy when 2 years old.

SSIC 3005

CML DEFENSE RECORDS

THESE RECORDS ARE RELATED TO THE
DEVELOP~~ AND IMPLE~NTATION OF CML
DEFENSE EMERGENCY PLANS FOR PROTE~ON
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OF LIFE AND PROPERTY DURING EMERGENCY
CONDITIONS.

1. EMERGENCY PLANNING RECORDS OF THE
OFFICE OF THE ASSISTANT SECRETARY OF THE
NAVY FOR MANPOWER AND RESERVE AFFAIRS
(ASN(M&RA)) AND OPNAV. Documents relating to
planning for and providing military assistance to civil
authorities as a result of emergency conditions resulting
from civil unrest, violation of federal law, natural
disaster, and emergency conditions that may result from
enemy attack. Include consolidated or summar y reports
of tests conducted under emergency cMl defense Plans.

Permanent. Retire to WNRC when files become
inactive. Transfer to NARA when 25 years old.

2. EMERGENCY PLANNING REFERENCE FILES.
Copies of emergency planning operating directives, plans,
and procedures received from other DOD components or
avilbm agencies including delegations of authont y, civil
defense assignments, instructions, and similar
background material.

Destroy when no longer required for reference.

3. EMERGENCY (CIVIL DEFENSE) pL~S AND
DIRECTIVES ORIGINATED BY SECOND ECHELON
COMMANDS AND SUBORDINATE UNITS. Exclude
copy included in Annual Comman d History.

Retire to neareat FRC when cancelled or superseded.
DeStrOywhen 5 yetlrs Old.

4. OTHER COPIES OF EMERGENCY (CML
DEFENSE PLANS AND DIRECTIVES.

Destroy when canceUed or superseded.

5. EMERGENCY REPORTING FILES.
correspondence, messages, reports and related records
that document amistance provided by the Department of
the Navy (DON) to civil authorities as a result of civil
unrest, violation of Federal law, and civil defense
emer8ecIcies Md other emergacy conditions except
natural disaster operations. Include initial, daily,
interim, and final operations reports.

a. s- “alEvents Folders maintained bv CNO iN3/5~
~ n t r.

Permaneut. Forward annually to the Director of
Naval I%story (DNH) CNO (N09BH). DNH transfer
to NARA when 30 y- old.

b. R~@8
force units.

Destroy when 2 years old.

SSIC 3006

~ DISASTER NTROL RECOR

1. NATURAL DISASTER RELIEF OPERATIONS
REPORTING FILES. Correspondence, reports,
messages, and related records that document DON
response to natural disasters and other humanitarian
relief efforts. Include damage eatimatea, initial and
interim situation reports, and final reports.

a. s= ial Events Folders maintained bv CNO (N3/~
inth e Navv Command Center.

Permanent. Forward annuaUy to the DNH, CNO
(N09BH). DNH transfer to NARA when 30 years
old.

b. ReDort files maintained bv mrtkbatiml onerating
force units.

Destroy when 2 years old.

OPERATING PLANS RECORDS

OPERATING PLANS (INCLUDING CO~~D,
JOINT, NAVY, AND MARINE CORPS), RELATED
CORRESPONDENCE, AND SUPPORTING
DOCUMENTS. EMERGENCY PLANS ARE UNDER
SSIC 300S AND EXCLUDED. RECORDS RELATING
TO JOINT PLANS (SSIC 3020), UNIFIED COMMAND
PLANNING MATI’ERS (SSIC 3025) AND NAVY
PLANS (SS[C 3030) SHOULD BE RETIRED UNDER
SSIC 3010.

1. DEPARTMENTAL MASTER OPERATING PLANS
OR OTHER MAS1’ER COPIES MAINTAINED BY THE
OFFICE OF CNO AND CMC AND DEPARTMENTAL
IMPLEMENTATION PLANS OF WASHINGTON
HEADQuARTERs co MMANDS. Include related
background papers and supporting documentation.

Permanent. Retire to WNRC 1 year after canceUed
or superseded. Transfer to NARA when 20 years
old.

2. WAR PLANS AND OTHER CONTINGENCY
PLANS ORIGINATED BY CNO (N31N5), FLEET
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COMMANDERS IN CHIEF, FORCE COMMANDERS,
JOINT COMMITI’EES, AND BILATERAL
INTERNATIONAL TREATY ORGANIZATIONS.
Include plans for the evacuation of U.S. Nationals,
Emergency Operations Plans, L@stics Support, and
Mobilisation Plans. Include background papers and
supporting documentation as well as minutes of planning
meetings for Joint and Unified Committees.

Permanent. Retire to WNRC 5 years after cancelled
or superseded. Transfer to NARA when 25 y=
old.

3. PLANS FOR SPECIFIC TASKS ISSUED BY TYPE
COMMANDERS, OPNAV DMSIONS AND CERTAIN
DESIGNATED NAVAL COMMANDS. Include
Amphibious Warfare Plans, Mine Warfare Plans, Anti-
Submarine Warfare Pbms, Anti-Air Warfare Plans,
Inshore Undersea Warfare Plans, Communications Plans,
Naval Aviation Op Plans, Strike Warfare Plana,
Expeditionary Warfare Plans, and similar.

a. J20nv ~ intained bv OPNAV.

Permanent. Retire to WNRC 1 year after cancelled
or superseded. Transfer to NARA when 20 years
old.

b. ~ Other CODi=.

Destroy when cancelled or superseded.

4. CONTINUITY OF OPERATIONS PLANS
(STANDARD OPERATING PLANS) ISSUED BY
FLEET AND FORCE LEVEL COMMAND S. Include
standard 1-YR plans,

Retire Plans with Fleel Command (Flag) Files under
SSIC 3100.1 Of this iIlstNCtiOD.

5. STANDARD AND CONTINGENCY PLANS ISSUED
BY COMMANDS BELOW THE FORCE COMMAND
LEVEL AND DUPLICATE COPIES OF ALL OTHER
OP PLANS.

Destroy when cancelled or superseded,

~sIc 3040-3049

cm ALTIES AND CASUALTY REPORTING

~

RECORDS IN THIS (3040-3049) SERIES RELATE TO
CASUALTIES AND CASUALTY REPORTING
RECORDS AND INCLUDE HULL, MECHANICAL,

AND ELECTRICAL CASUALTIES; ORDNANCE
CASUALTIES; ELECTRONICS (RADAR, SONAR,
COMMUNICATIONS, AND OTHER) CASUALTIES;
AND PERSONNEL CASUALTIES (SHORTAGES).

CASUALTIES AND CASUALTY REPORTING
RECORDS

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
CNO OR HQMC.

Destroy when 1 year old.

2. COPIES OF SUMMARY OR STATISTICS
MAINTAINED BY CNO OR HQMC THAT INDICATE
FAILURE TRENDS OR NEED FOR CORRECTIVE
ACTION.

Destroy when 5 years old.

HULL. MECHANICAL. AND ELECTRICAL
CASUALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE NAVAL SEA SYSTEMS COMMAND.

Destroy when 5 years old or when incorporated into
the 5-year overhaul cycle, whichever is sooner.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.

DeStrOywhen 1 yeSr old.

SSIC 3042

ORDNANCE CASUALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE NAVAL SEA SYSTEMS COMMAND
(NAVSEASYSCOM).

Destroy when 5 years old or incorporated in an
ordnance alteration, whichever is sooner.

2. COPIES OF NONNUCLEAR ORDNANCE
CASUALTY REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.

Destroy when 1 year old.
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3. STRATEGIC WEAPONS TROUBLE/FAILURE
RBPORTS.

a. Navy surface and am laUncbed missile weapo~
bhlb enemv hmer llVSteInC,and FBwsws trou ble/failure

~d coReCtl“vead ‘on re DOrtsmaintained in electronic
form bv the Naval Warfare Assessment Center (NWAC)<

co rona. CA..

Retire to neareat FRC when 3 years old. Destroy
when weapons system is removed from the inventory
or when no longer supported for U!S/United Kingdom
(UIQ use by Navy resources. Magnetic tapea must be
withdrawn from FRC when 7 years old and
destroyed or recertified for continued retention by
the Commanding Officer, NWAC.

b. Pam?r copiea of trouble/failure and corrective
action renorts for FBIWSWS weamms. surface and air
launched missile weam ns. and high eneriw laser svstems
maintained bv NWAC, Corona.

Retire to neareat FRC when 1 year old. Destroy
when 5 years old.

c. Info rmation couies maintained bv orhzinator and
other activitiq.

Destroy when 1 year old.

SSK?&13

ELECTRONICS (RAI)AR) CASUALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

htiOy when 3 y~ old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.

Destroy when 1 year old.

SMx?44

ELE CTRONICS (SONAR) CASUALTIES

1, OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

Destroy when 3 years old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTIVITIES AND OFFICES.
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Destroy when 1 year old.

~

ELECTRONICS (COMMUNICATIONS) CASU ALTIES

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

Destroy when 3 years old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTMTIES AND OFFICES.

hStrOy when 1 y= old.

SSIC 3046

1. OFFICIAL FILES OF REPORTS MAINTAINED BY
THE PROGRAM MANAGER.

Destroy when 3 years old.

2. COPIES OF REPORTS MAINTAINED BY FIELD
ACTMTIES AND OFFICES.

tkStiOy when 1 y- old,

SSIC 3047

PERSONNEL CASUALTIES (SHORTAGES$)

1. OFFICIAL FILES OF REPORTS THAT
AITRIBUTE CASUALTY TO SHORTAGES OF
PERSONNEL MAINTAINED BY THE BUREAU OF
NAVAL PERSONNEL.

Destroy when 3 years old or when necessary changes
to persomel allowances have been made, whichever
is sooner.

2. COPIES OF REPORTS MAtNTAINED BY FIELD
ACTMTIES AND OFFICES.

DeStrOywhen 1 y~ old.

SSIC 3050

NAVAL STRATEGY RECORDS

1. STitATEGIC PROGRAMS FILES. Strategies
underlying the procurement, limitations, operations, and
possible use of strategic and theater nuclear forces;
reviews of strategic retaliatory and defense forces,
nuclear weapons requirements, and strategic arms
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control measures; and prepared summaries of alternative

ProgrSms in te~ of effeCtivetIeSS,feasibility and COSL

a. -al Weanons and H . Analyses of
nuclear, biological, and chemical weapons systems;
quantitative requirements and technical development,
including Department of Energy and Defense Nuclear
Agency cos@ and inputs to contingency pbms and
alternate polici=.

PerMan ent. Retire to WNRC 5 years after
supmession, Transfer to NARA 20 years after
retirement.

b. -C planning and Arms Ltitation$.
Support for strategic arms limitation talks (SALT); broad
policy studies on arms control issues; detailed analyses of
present and fhture U. SJUSSR strategic capabilities;
studies of impact on alternate limits on strategic forces;
and balance studies on SALT related issues.

Permanent. Retire to WNRC 5 years after
superaesion. Transfer to NARA 20 years after
retirement.

c. Sratem “cForces. Analyses of U.S. strategic force
postures and requirements including continental air
defmse, ballistic missile defense, avil defense, space
defense, strategic command and control, warning and
surveillance, and U.S. bomber survivability. Studies and
evaluations of alternative force posturea, summaries of
alternative programs for decisions on strategic defensive
and command, control, and surveillance forces, including
characteristics, effediveness, costs, and alternatives to
meet strategic objectives.

Permanent. Retire to WNRC when superseded.
Transfer to NARA 20 years after transfer.

MISSIONS RECORDS

1. RECORDS OF NAVAL WARFARE MISSION
AREAS AS CONTAINED IN REQUIRED
OPERATIONAL CAPABILITY (ROC)/PROJECTED
OPERATIONAL ENVIRONMENT (POE) MISSION
STATEMENT DIRECTIVES.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

SsKxM2

FuN CTIONS RECO~

1. RECORDS OF NAVAL WARFARE FUFNXION
AREAS AS CONTAINED IN REQUfRED
OPERATIONAL CAPABILITY (ROC)/PROJECTED
OPERATIONAL ENVIRONMENT (POE) MISSION
STATEMENT DIRECTIVES.

Destroy when cancelled or superseded or when 5
years old, whichever is sooner.

SSIC 3053

WARFARE TASKS RECORDS

1. CNO (N3/N5) MASTER PLANS FOR EACH
WARFARE TASK. Fika that support broad command
and control goals in support of individual and collective
warfare tasks as related to antisubmarine warfare
(ASW), antiair warfare (AAW), strike warfare,
amphibious warfare. antisurface warfare. and special
warfare.

Retire records under SSIC 3010.3 of this instruction.

2. GENERAL CORRESPONDENCE OF A ROUTINE
NATURE.

DeStiOy when 3 y- old.

FORCE EMPLOYMENT RECORDS

1. CONCEPTUAL PAPERS. Files define strategic
issues related to force employment which could have
specific impact upon naval strategiw.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

Ss!U!M

FORCE CHARACTERISTICS RECORDS

1. CONCEPTUAL PAPERS. Fks define strategic
issueA related to force characteristic which could have
specific impact upon naval strategies.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

111-3-6



$IC 3056

FORCE LEVEL RECORIXj

1. CONCEPTUAL PAPERS. Files define strategic
issues related to force level planning which could have
specific impact upon naval strategies.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

~

THREAT ASSESSMENT RECORDS

1. RECORDS ASSESSING THE ADEQUACY OF
TACTICAL WARFARE PROGRAMS WITH REGARD
TO REQUIREMENTS IMPOSED BY THE CURRENT
AND PROJECTED THREAT.

Permanent. Retire to WNRC when 5 years old.
‘1’hnsfer to NARA when 25 years old.

~8

RISK ASSESSMENT RECORDS

1. RECORDS, PAPERS, CORRESPONDENCE
CALCULATING THE IMPACT OF CHANGES TO
AND THE EVOLUTION OF NAVY PLANS, POLICY
AND STRATEGY.

Permanent. Retire to WNRC when 5 years old.
‘lhnsfer to NARA when 25 years old.

SSIC 3060

MOBILIZATION RECORDS

1. HISTORICAL DOCUMENTATION/FILES
REGARDING PAST NATIONAL, NAVY AND USMC
MOBILIZATION EVOLUTIONS.

Pennanent. Forward to DNH when no longer
required. DNH transfer to NARA when 50 years
old.

!Wx!!i!

MOBILIZATION PLANS AND POLICIES

1. PLANS, CORRESPONDENCE AND RELATED
DIRECTIVES REGARDING COMBINED, JOINT,
NAVY AND MOBILIZATION CONTINGENCIES.

SECNAWNST 5212.5D
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Retire records under SSIC 3010.2 of this instruction.

SWi?!W

MOBILIZATION OPERATION wO~ MENTS

1. RECORDS, CORRESPONDENCE AND SPECIFIC
DOCUMENTS RELATfNG TO SPECIFIC NATIONAL,
NAVY AND MOBILIZATION CONTINGENCIES.

Retire records under SSIC 3010.2 of this instruction.

~o

OPERATIONS SECURI TY RECORDS

1. OPERATIONS SECURITY (OPSEC) POLICY
GUIDANCE, PLANS, POLICY DIRECTIVES, AND
FORMAL REPORTS OF LESSONS LEARNED.
RECORDS ORIGINATED BY SECNAV, CNO, CMC,
FLTCINCSs, COMOPTEVFOR, COMNAVSECGRU,
AND DIRECTOR, OFFICE OF NAVAL
INTELLIGENCE.

Permanent. Retire to WNRC 3 years after cancelkd.
Transfer to NARA when 25 years old.

2. OPSEC IMPLEMENTING DIRECTIVES
MAINTAINED BY ALL OTHER COMMANDS
OFFICES.

Destroy when cancelkd or superseded.

3. OPSEC SURVEY REPORT FILE. Records include
correspondence Mltiating the survey, progress reports,
and final survey report.

Destroy when 10 years old.

4. GENERAL CORRESPONDENCE FILES.
Correspondence relating to the routine adminktration of
OPSEC programs.

Destroy when 2 years old.

5. OPSEC TRAINING MATERIALS. Lesson plans,
course outlines, exercises, and other training materials.

Destroy when superseded or no longer needed for
reference, whichever is earlier.

SSIC 3080-3099

RELIABILITY AND MAINTAINABILITY (R&llQ
RECORDS
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THESE RECORDS IDENTIFY AND REPORT (R&M)
DESIGN REQUIREMENTS, STA’ITJS, DEFfCfENCIES
AND Corrective ACTIONS.

GENERAL RELIABILITY AND MAINTAINABILITY

B&m ~c OR~

1. GENERAL CORRESPONDENCE FILE.
Correspondence, reports, and other records that reflect
the general reliability and maintainability of Fleet use
equipment. Included are effects analyses, failure analysis
and evaluation reporta, maintainability design criteria
summariea, and level and skill analyses. Records are
accumulated by the DCNO (l&aourcea, Warfare
Requirements and Assessments) (N8) and the Director of
Space and Electronic Warfare (N6).

tiOy w+letl 3 yMl%old.

SsKJ!m

HARDWARE. FLEET AIR RECORDS

1. GENERAL CORRESPONDENCE (PRIMARY
PLANS, PROGRAMS AND PROCEDURES)
CONCERNING RESEARCH AND DEVELOPMENT,
WARFARE TECHNIQUES AND OPERATIONAL
TRAINING AND READINESS OF FLEET AIR
HARDWARE. Included are copies of contract files,
reports, plana, project equipmemt /systems files, other
similar correspondence and related papers,
inspectiodacceptancer eports, md reference files.
Records are accumulated by OPNAV Principal Officials
and their component offices and divisions.

Destroy when S years old.

Ssu!M?2

GENERAL CORRESPONDENCE (PRfMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHIWQUES, OPERATIONAL TRAfNING AND
READINESS OF SURFACE FLEET HARDWARE,
Included are copk of contract files, reports, plans,
project equipment/systems Rlea, other similar
correspondence and related papers, inspection/acceptance
reports, and referemce files, Records are accumulated by
OPNAV Rincipal officials and their component offices
and divisions.

SMQQa3

HARDWARE. FLEET SUBSURF ACE RECORD!$

GENER4L CORRESPONDENCE (PRfMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SUBSURFACE FLEET HARDWARE.
Included are copies of contract files, reports, plana,
project equipment/systems files, other similar
correspondence and related papers, and reference files
Records are accumulated by OPNAV Prinapal Offiaals
and their component offices and divisions.

DeStrOywkl 5 yeiUS old.

SSIC 3084

HARDWARE. SHORE RECOR~

GENERAL CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF NAVY SHORE HARDWARE.
Included are copies of contract files, reporta, plans,
project equipment/systems files, other similar
correspondence and related papers, inspection/acceptance
reports, and reference fika. Records are accumulated by
OPNAV Principal Officials and their component offices
and ditiSiOllS.

OPERATIONAL ADP COMPUTE R SOFIWARE

GENERAL CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL READKNESS AND
TRAINING OF ADP COMPUTER SOFfWARE.

1. CONTRACT FILES, EQUIPMENWSYSTEMS
FILES AND OTHER SIMILAR CORRESPONDENCE
OR RELATED PAPERS.

DeStrOyw’hl 3 yeill%old.

a. Informational Material and Working Paoers.

DMtrOy wkl 5 y- old. Destroy when no longer required or when 3 years
old, whichever is sooner.
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~SIC 3086

fiOFIWARE. SURFACE RECORDS

GENEIL4L CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SURFACE FLEET SOFIWARE.

DeStrOywhen 3 yelUS old.

Ssrc 3087

soFrwARE. SUBSUR FACE RECORDS

GENERAL CORRESPONDENCE (PRIMARY pLANS,
PROGI&iMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SUBSURFACE FLEET SOFI’WARE.

Destroy when 3 years old.

~!?!l

soFIWARE.SHORE RECORDS

GENERAL CORRESPONDENCE (PRIMARY PLANS,
PROGRAMS AND PROCEDURES) CONCERNING
RESEARCH AND DEVELOPMENT, WARFARE
TECHNIQUES, OPERATIONAL TRAINING AND
READINESS OF SHORE SOFIWARE.

Destroy when 3 years old.

SSIC 3090

COMMAND. co NTROL. AND COMMUNICATIONS
la) RECORDS

GENERAL CORRESPONDENCE FILES. Files related
to the Naval Telecommunications Systems (NTS)
requirement in support of C3.

Destroy when 3 years old.

SMQ%E!l

WORLDWIDE MILITARY COMMAND AND
CONTROL SYSTEM (WWM Ccsl

1. GENERAL RECORDS. WWMCCS is a
comprehensive command and control system consisting of
approximately 200 data basea and special files relating to

military operations and readiness of combat and
supporting units throughout the world, up to date
intelligence and other supporting information, operational
reports, and battle mission asseasments of previous
combat actions. Exclude horn this item Navy Command
and Control System (NCCS)/Operations Support System
(0SS) records filed under SSIC 3092, Integrated
c ommand Antisubmarine Warfare Prediction System
(ICAPS) records filed under SSIC 3145.4, Tactical
Environment Support System (TESS) records filed under
SSIC 3145.5, and WWMCCS input documents and
generated reports scheduled under other SSIC’S in
Chapter 3 of this instruction. WWMCCS records
accumulated by CNO (?J6) md Commander Space and
Naval Warfare Systenm Comman d (SPAWAR) that relate
to policy interpretation, systems operation, tiding,
logistics support, and manpower are filed under SSIC
2021 of this instruction.

a. Master file and historical data taoes.

Destroy after third system backup.

b. Irmut data ta~ and Daoer record,

Destroy when no longer required.

c. outDut data and renorts-COM and mmer.

Deliver to action officehqueater. Destroy when no
longer required unless designated for permanent
retention elsewhere in this instruction.

d. Svstems documentation to include deacrintion of
data elements. file Iavout. code books. and om?rators and
users manuals.

Destroy when superseded, cancelkd or when directed
by Joint Chiefs of Staff (JCS) or DCA.

SSIC 3092

NAVY OPERATIONS SUPPORT SYSTEM (0SS)

1. GENERAL. System tracks the esnployment and
movements of naval units md changes of material and
operational readiness status. The system includes
employment schedules providwl by the operational
commanders, movement reports (MOVREPS) of vessels
and other Navy units, essential data on port visits, and
chmgea to the conditions of readinm under which the
units operate and global positioning information. The
system is maintained by the SPAWAR. System input
received from Navy Status of Forces file and Positional
Processing System.
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a. Consolidated IEstorv File (Navv Status of Force].

Permanent. See SSIC 3503 for transfer instructions.

b. Global Pasitionhw Information Files.

Disposition not authorized pending evaluation by
NARA.

C. hod @,#IUM and mm?r records!

Destroy when no longer required md after
transactions have been recorded and verified on
Consolidated History FiJe.

3. GENERAL CORRESPONDENCE RECORDS. Tiwae
files include records and other papers related to enawing
standard configuration and intwoperability within and
between the joint services, except where otherwise
documented in this manual.

Destroy when information no longer required.

4. PUBLICATIONS, INSTRUCTIONS, AND
MEMORANDA OF AGREEMENT. Includes
specifications, doctrine, md guidance pertaining to
standards and interoperability.

Destroy when superseded, cancelled or no longer
required.

d. On-line master file.
Ssrc 3100-3199

Destroy after third system backup.
OPERATIONS RECORDS

e. Outout data and remls - COM and ~awr.
SSIC 3100

Deliver to action officelrequester. Destroy when no
longer required.

f. ~vstems documen tation to include description of

Mae em~~.1 file Iavout. code books. and oDerators and

W@r manua~ .

Permanent. Transfer to NARA with first transfer of
history tape. Transfer any changes to systems
documentation to NARA with subsequent transfers of
tape.

flANDARDS OF INTEROPERABILITY

1. INTERFACE PLANNING FILES. Correspondence,
reports, and other records relating to the development,
coordination, and approval of technical interface concepts
and tedmical interface design plans for tactical command
and C410trOl SySt@lnS.

hStrOy wh@IIs Y@Al% old.

2. JOINT m PROCEDURES PLANNING FILES.
Reports, analysea, plans, and similar documents relating
to the development of test philosophies, proposak, plans,
and procedures. Included are coordination actions,
recommendations from DON and other services, and
recommendations for implementing action.

Destroy when 5 years old.

GENERAL OPERATIONS RECORDS

RECORDS OF SHORE-BASED NAVY AND MARINE
CORPS A~MTIES AS WELL AS AFLOAT
ACTIVITIES WHEN THE ACTIVITY IS AN
fNTEGRAL PART OF THE OPERATING FORCES
(INCLUDING BOTH FLEET COMMANDERS AND
FLEET COMMAND ACTMTIES), BUT D@= NOT
INCLUDE RECORDS RELATING TO THE
DIRECTION OF THE OPERATJNG FORCES
Maintained BY THE OPNAV AND HQMC.

THE TERM “FLEET COMMAND” OR “FLAG
COMMAND,” AS USED HERE, REFERS TO AN
OFFICER OR HIS OR HER STAFF WHO DIRECTS
THE MOVEMENTS OF TWO OR MORE VESSELS,
AVJATION SQUADRONS, COMPANIES, OR OTHER
UNITS, OR WHO DIRECTS AN ADMINISTRATIVE
OR SPECIAL NAVY AND MARINE CORPS
COMMAND WHOSE FUNCTIONS ARE A PART OF
FLEET OPERATIONS.

1. NAVY AND MARINE CORPS FLEET COMMAND
(FLAG) FILES. Fib related to the comman d’s -y
mission, its fleet operational fimctions, and the
command’s organization. They consist of
correspondence, measagea, and message summaries,
reports, instructions, movement orders, maps, studies,
photographs, charts, overlays, plans, sketches,
memormda, minutes of staff conferences, staff studies,
project plans and specifications, war diariea or unit
journals, action reporta, patrol and reconnaissance
reports, and other records that document the planning,
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development, execution and history of the comman d’s
mission and ita specific operations which include combat,
training, readiness, and intelligence operations, and the
organization, movement, and deployment of fleet units,
and other correlated operations. Included are files of
Commander in chief, US Atlantic Command;
Commander in Chief, US Pacific command; Fleet
Commanders in Chief, i.e., Commander in Chief, US
Atbmtic Fleet (CINCLANTFLT), Commander in chief,
US Pacilic Fleet (CINCPACFLT), and Commander in
Chief, US Naval Forces Europe (CINCUSNAVEUR);
FIeet c ommanders, i.e., 2nd, 6th, 3rd, 5th, 7th, and
other numbered fleets as activated; Naval Force
Commands as detined in SNDL Part 1 (iicluding Navy
Component Cmmmmders of Unified Commands, but
excluding Naval Construction md Naval Reserve Forces;
Type Commanders, i.e., Naval Air Force Commanders,
Naval Surface Force Comman da, Naval Submarine Force
commanders, and Commander Mine Warfare
Command; and units subordinate to Force Commanders,
i.e., Flotilla, W~, Squadrons, Task Forces, Task
Groups, etc. that are commanded by a flag officer).

Permanent. Relire to WNRC when 4 years old.
Transft?r to NARA when 25 yeSrS old.

2. MARINE CORPS ACTMTIES AND INDMDUAL
OPERATING FORCE ACTMTIES RECORDS.

a. General Correm ondence Files of Individual Fleet

~o~ d (Ooen rating Forces) Activities. Files related to
the routine internal operation and administration of the
individual fleet activity.

DeStrOJ’ whesl 2 y- old.

b. Records of Marine Coros Activities. Operational
records md records pertaining to activities, alerts, and
deployments in actual or potential combat-type situations
of Fleet Marine Force activities through regimental
(group) sise, including separate battalions (squadron) and
companies; and battalions (squadrons) or companies on
detached service that are not duplicated in fleet
commanders’ files.

Permanent. Retire to WNRC when 4 years old or
upon diaeatablisbment, whichever is earlier. Transfer
to NARA when 20 yeJUSold.

3. RESERVE FLEET HEADQUARTERS RECORDS.
Records of reserve fleet components, including reserve
fleet group and subgroup headquarters. (Does not
include records accumulated aboard individual vessels,
regardless of whether records are Ieft aboard ship when
placed in reserve or are moved to the group or subgroup

SECNAVINST 5212.5D
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headquarters to be maintained on a current basis.)

a. General COrreSI)Ondence Fil~,

Destroy when 2 years old.

b. shiD Inactivation Records. Files related to the
status of ships under the headquarters’ cognizance.

Destroy upon reactivation of ship concerned or when
ship leaves jurisdiction of the cogrdsant reserve fleet,
whichever is sooner.

c. jlbh Mate nal Readinm Recor@

(1) Reserve fleet headquarters correspondence,
reports, inspection records, and other readineas data.

Retire to nearest FRC 2 years after reactivation of
ship concerned. Destroy 3 years after transfer.

(2) Reserve fleet group and subgroup
headquarters individual vessel tiles consisting of work
orders and similar records related to the inactivation,
status, and reactivation of individual vesseh. IMea also
include electronic and ordnance material readiness
records and machinery indexes or machinery index work
sheets.

(a) When ship is activated.

Transfer to ship concerned.

(b) when ship is sold or transferred and
stricken from the naval list.

~. Pertinent plans, equipment, and
maintenance records.

Transfer to new owner.

~. AU other records.

Destroy immediately.

(c) When ship is scrapped, or sold as scrap,
and stricken from the naval list.

Destroy immediately.

d. Dehumidification (D/H) Records.

(1) Instrument readings, including sone and
package readings, hygrometer checks, and periodic
readings and reports on D/H.
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(a) Ifs mmnarized to show elapsed time to
reach 30% humidity, average hours per day D/H
macbinea operate to maintain 30% relative humidity, and
prolonged or marked deviation from required average
humidity.

Destroy when 2 years old.

(b) If not summarized.

Destroy after next periodic Board of Inspection aod
Survey Inspection or after reactivation of ship
concerned, whichever is later.

(2) Completed D/H job orders.

Destroy 6 months after posted to the relevant history
card or D/H machinery and equipment.

(3) D/H ph.%

Destroy when superseded or no longer applicable,
whichever is later.

(4) History cards for D/H machinery and
equipment.

(a) If machinery or equipment is returned to
stock or transferred.

Transfer with machinery or equipment.

(b) If machinery is surveyed.

Destroy when surveyed.

4. CONSTRUCTION FORCE ACTIVITIES RECORDS.

a. Primarv Program Records. Correspondence,
reports, md other records accumulated by the Office of
the DCNO (Logistics) (N4) and Naval Facilities
Engineering Command (NAVFACENGCOM)
Headquarters that relate to the policy, direction, and
employment of naval construction forces as part of the
Navy Operating Forces and to the plaming,
development, and execution of plans and projects.

Permanent, Retire to WNRC when 5 years old.
Transfer to NARA wha 20 years old.

b. General Corresoo ndence Files. Correspondence,
messages, and reports accumulated by CNO,
NAVFACENGCOM, and other Departmental
Headquarters Offices that relate to the routine
administration of the Naval Construction Forces.

Destroy when 5 years old.

c. Commanders Construction Battalions
j~ Naval “on
Reaiments AdministraO“veFIlea. Records documenting
the employment, movememt, readineas, and field
operations of construction forces including operational,
logistic, and project planning. Include copies of OP
Orders, Pbms, and Public Affairs materials.

Forward to NAVFACENGCOM HiStOritlll, Bldg. 99,
CBC, Port Hueneme, CA 93041 when 2 years oId.
Destroy when no longer required for historical
program use.

d. Constru ction Unit Files. Correspondence,
reports, tasking instructions, and related records that
document the routine administration and operations of
the unit. Knclude copy of command history, unit-
originated OP Orders, unit copies of muster rolls, unit
newsletter files, md non-official photographs of
construction projects and training exercises. Records are
maintained by Mobile Construction Battalions (MCB),
Amphibious Construction Battalions (ACS), Construction
Battalion Detachments, Underwater Construction Teams,
and Reserve Naval Mobile Construction Battalions.

Forward to NAVFACENGCOM HktOri&Ui, Bldg. 99,
CBC, Port Hueneme, CA 93041 when 2 years old.
Destroy when no longer required for historical

“program use.

e. Officer of the l)a v Battalion LoEs.

Destroy when 2 years old,

f. DeDlovment Comdetion Remr@ Comprehensive
narrative reports of operations. Records accumulated by
Mobile Construction Battalions and Amphibious
Construction Battalions.

Forward originator copy to NAVFACENGCOM
Historian, Bldg. 99, CBC, Port Hueneme, CA 93041
when 1 year old. Destroy when no longer required
for historical program use.

g. Monthly Reoorts of Operations.

(1) Prepared by deployed units.

DeStrOywhen 2 y~ old.

(2) Prepared by Construction Battalion
Detachments and Reserve Construction Force Units.
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cut Off tik?s illllilldy. Forward to
NAVFACENGCOM -OriiUl, Bldg. 99, CBC, port
Hueneme, CA 93041 when 2 years old. Destroy
when no longer required for historical program use.

(3) Records relating to maintenance work such as
shop schedules, progress reporta, status reporta, and
related data.

(a) When ~y reports are made.
h. La&tics Records.

Destroy when 6 months old.
(1) Records of brigades and regiments (logistic

divisions) documenting plans and procedures for material
support within advanced base fictional components

(b) Whtm summary reports are not made

~. Permanent units.
Destroy when 4 years old.

kS&OJ’ when 1 y- old.
(2) AU other records.

~. Mobile units.
~Oy wb~ 2 yeJll%old.

Destroy 3 months after deployment.
i. Construct ion Maintenance Record$.

(1) Records related to construction schedules,
project requirements for material and equipment,
technical services, technical field assistance to naval
construction forces, plans for projects assigned them
t.lmigadeamd regiments only). Correspondence related
to employment schedules of naval construction forces
(brigades only).

DeStrOywheII 2 y- old.

(2) Work progress and other reports related to
the operation and performance of plants, power,
equipment, and installations.

(a) When summary reports are made.

~. Battalions,

Destroy when 6 months old.

~. AU other activities.

Ikstroy when 1 year old.

(-b) when Summar y reports are not made.

~. Permanent units.

Destroy 2 years after plant is closed.

~. Mobile units.

Destroy after completion of project, after plant is
closed, or 3 months afier deployment, whichever is
later.

(4) Logs of operations, equipment and
installations.

(a) when summary reports are made.

DeStrOJ’when 1 y- old.

(b) When summary reports are not made.

~. Permanent units.

Destroy 2 years after plant is closed.

& Mobile units.

Destroy when project is completed or plant is closed,
whichever is earlier.

(S) Work orders, work requests, and related
papers. (See SSIC 4200 for job purchase orders.)

(a) Permanent units.

Destroy 1 year after completion of project.

~) Mobile units.

Destroy afier deployment.

(6) Other construction, maintenance, and facility
records not specifically covered in this paragraph.

Retire records under appropriate subsection of SSIC
11200.

5. DECK LOGS OF COMMISSIONED VESSELS OF
THE U.S. NAVY.
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a. Qrifzinal Deck ~ maintained by the Oflicer of
tbe Deck on a watch to watch basis on aU commissioned
vessels of the United Statea Navy.

Commanding officer forward daily deck logs monthly
to Naval Historical Center (DL) as directed by
OPNAVINST 31OO.7B. (N1-3S-92-1)

b. Orbzinal Deck Lom ure dating 1 Januarv 1979 in
the custody of tbe DNH (CNO N09BH)).

Permanent. Transfer to NARA annually when 30
y- old. (N1-3S-92-1)

c. Silver HaIide Microform and one diazo coDy of
Deck Logs created 1 January 1979 and later in the
custody of the DNH.

Permanent. Transfer to NARA annually when 30
years old. (N1-3S-92-1)

d. Second diazo COQYof Deck Logs created 1 January
1979 and later and in the custody of tbe DNH.

Destroy when no longer required for reference use.
(N1-3S-92-1)

e. oriainal Deck Leas created 1 Januarv 1979
throuilh 31 December 1993.

Destroy when microfilm has been verified for
conformity with archival quality standards and
completeness. If log has not been microfilmed:
Permanent. Transfer original to NARA annually
when 30 years old.

f. Orhzinal Deck Leas created 1 Januarv 1994 and
&r.

Permanent. ‘lhnafer to NARA amually when 30
years old.

6. OPERATIONAL RECORDS OF COMMISSIONED
NAVAL VESSELS. Logs, reports, notebooks, checkoff
sheets and similar records relating to seamansMp and
navigation that are maintained by Commissioned Vessels
of the U.S. Navy.

a. Qdtim@e r’s Notebook.

Destroy 3 years after the date of the last entry.

Commanding Officer’s N&M and Dav Order

&.

Destroy when 2 years old.

c. Enm“neerinQLogs and Ennineers’s Bell Book.

Destroy 3 years after tbe date of the last entry.

d. Mametic Comr)ass Records.

Destroy 1 year fkom date of the last entry.

e. Navigational Timeoiece Performance Certificate?.

Destroy when rate for new or replacement
instrument has been established on board ship.

f. Navigational TimeDiece Rate Books.

Destroy 3 months after book is filled.

g. Matznetic ComDass Tables.

Destroy when compass is remljusted.

b. Navigator ‘SWorkbooks and Recor@. Include
coastal books, loran logs, sight record books, direction
6nder logs, fathometer readings and soundings.

ktiOy when 3 y- old.

i. Navigational, HvdromaDhic and Meteorolorncal
Charts, MaDs. and Publications. Include sailing
directions, tight lists, and other navigational devices.

Destroy when cancelled, superseded, or no longer
needed for current operations.

j. Port Clearance Records.

Destroy when 1 year old.

k. Anchor Logs.

Destroy after next regular shipyard overhaul.

1. Condition Insm+ctionRemrts and Check off Sheets.
Conditions that may affect the safety or operation of the
vessel that are maintained by the F- Lieutenant.

Destroy when 3 months old.

SM!LnQd

NAVAL AIR RESERVE OPERATIONS RECORDS
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Retire records under appropriate subsection of SSICS
3700,3750, or 3760.

~!M

co MBAT CAMERA OPERATIONS RECORDS

1. VISUAL INFORMATION (VI) MATERIALS FILES.
Motion media; still photography; and audio; recordings
covering air, sea, and ground actions, contingenriea and
emergencies of Armed Forces in combat and combat
support operations, including force deployments and
activities before, during, and after military engagements.

a. VI-mitten “als (films. taDea. disc.%still Dhoto or

Pan hic arts) recorded by Navv and Man“ne Cow

gombat MMera activities not duplicated elsewhere and
determined to have continuing mneral or historical
interest to the Navv or Marine CorDS.

Forward immediately to the Naval Media Center,
Washington, DC.

b. @her VI materials accumulated bv Navv and
Marine corm combat activities includinfz that of local use
~.

Destroy when 2 years old or until no longer needed,

- d~oy immediately rejects, retakea, or
unreproducibles, and destroy duplicate or extra
copies when no longer needed.

c. VI materials accumulated bv the Naval Media
Qenter for the Navv md Marine Corm central files.

Disposition of VI materials is governed by SSIC 5290
of this instruction.

SSIC 3110

ADMINISI’RATIVE Ass IGNMENT OF OPERATING
FORCES OF THE NAVY RECORDt$

1. RECORDS PERTAINING TO INITIAL
ADMINISTRATIVE ASSIGNMENT OR CHANGES TO
THE ADMINISTRATIVE ORGANIZATION OF THE
OPERATING FORCES OF THE NAVY.

a. NDW and CNO Area Coordinators’ Files.

ktrOy whl 4 yelUS old.

b. All Other File&

&StrOy when 2 y- old.

SsKx.u

HOMEPORTS AND YARDS AND PERMANENT DUTY
STATIONS RECORDS

1. GENERAL CORRESPONDENCE, FILES,
REPORTS, AND OTHER RECORDS. Files pertain to
the homeports and permanent duty stations
establishment, diaestabliabment, and modification of
activities of the operating forces of the Navy.

Destroy when no longer needed for reference.

SsK32!l

OPERATING PROCEDURES, TASKS. AND
EMPLOYMENT RECORDS

1. CORRESPONDENCE, REPORTS, AND OTHER
PAPERS OF INDMDUAL FIELD ACTMTIES. Files
that document internal operating procedures or tasks and
the employment or deployment of persomel and
materials. Exclude Fteet Comman d (Flag File) records
filed under SSIC 3100 of this instruction.

Destroy when 2 years old.

Ss!c3M

OPERATION PLANS AND ORDERS RECORDS

1. NAVY MASTER COPY OF OPERATIONS ORDERS
(OP-ORDERS), One copy of all Navy Op-Orders
forwarded by the originator to the OPNAV in accordance
with current OPNAV directives.

2.

Permanent. OPNAV forward all cancelled and
superseded OP Orders annually to the DNH CNO
(N09BH). DNH transfer to NARA when 30 years
old.

OP-ORDERS ORIGINATED BY NAVY AND
MARINE CORPS FLEET COMMANDS.

File record copy with Flag Files under appropriate
subsection of SSIC 3100.

3. OP-ORDERS ORIGINATED BY NAVY AND
MARINE CORPS UNITS SUBORDINATE TO THE
FLEET COMMAND LEVEL.

Destroy 3 years after cancelled or superseded.
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4. COPIES OF OP-ORDERS DISTRIB~D TO
SUBORDINATE UNfTS OR COPIES Maintained
FOR iNFORMATION ONLY.

Destroy when cancelkd or superseded.

5. EXERCISE OP-ORDERS. Operations Orders
prepared by the officer conducting the exercise for fleet,
routine, and specialized training exercises to increase
level of Fleet readiness. Exclude copy included with the
final exercise report.

a. Routine Exercises.

tk?StrOJ’when 2 yelu%old.

b. Fleet Exercises.

Retire to WNRC when 4 years old. Destroy when 15
yeiUS old.

6. OPERATING PLANS (OP-PLANS)

File records under the appropriate subsection of
SSIC 3010.

~

MILITARY-MEDICAbDENTAL GUARDSHIP
ASSIGNMENT RECORDS

1. CORRESPONDENCE, REPORTS, AND OTHER
RECORDS. Records related to guardship assignments
including the employment of Marine security guard
forces.

Destroy when 3 years old.

~

MOVEMENT REPORTS RECORDS

1. CORRESPONDENCE, ORDERS, AND RELATED
RECORDS CONCERNING THE MOVEMENT OF
AfRCRAIT, SHIPS, AND OTHER CRAET.

Destroy when 3 years old.

2. MOVEMENT REPORTS. Reports of arrival and
departure, vessel operations, or related movement
concerning naval craft including logs and other control or
scheduling records relating to craft movements within an
activity’s area maintained by field activities and not
specifically covered ekwvbere in SSIC.S3120-3129.
(Exclude MOVREPS in the Navy Operations Support

Systems (SSIC 3092.1.))

Destroy when 2 years old.

3. CONTROL OF SHfPPfNG OFFICES AND NAVAL
PORT CONTROL OFFICES MOVEMENT RECORDS.

ktrOY wkl 2 y- old.

4. MOVEMENT REPORT CENTERS AND OFFICES
RECORDS.

a. General Corremondence Fllea. F& related to the
operations and admbistration of movement report
functions.

Destroy when 2 years old.

b. fncominQ Meswwe Re oortinx Movements of tlq
~t

ktrOy when 1 y- old.

c. Dailv Summar v Message Sheds. Summariea
prepared by each movement report center or office for
transmission of information to other centers or ofiices.

Destroy when transmission to other centers or offices
is completed.

d. ShiD Locator Cards. Records showing movement
made by each unit of the fleet.

(1) Temporary cards showing progress of
movement for each fleet units.

Destroy upon arrival of craft destination.

e. Couies of Pbotogr aDbs of Dailv Continuous
Location Ptots.

Permanent. Retire to WNRC when 1 year old.
Transfer to NARA when 20 years old.

SSIC 3124

FLEET AIR OPERATIONS RECORIX$

1. OPERATIONAL RECORDS OF AIRCRAFT
SQUADRONS AND SUBORDINATE UNfTS THAT ARE
NOT INCLUDED UNDER SSIC 3100.

Retire to neareat FRC when 2 years old. Destroy
when 5 y&ll%old.
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2. RECORDS OF FLEET ACTMTIES. FIlea related to
the routine internal operation and administration of
aidspace traffic.

=Oy Whm 2 y- old.

~

MARINE AVIATION RECORD$

1. PROGRAM RECORDS. Marine aviation plans and
programs to formulate and coordinate plans and to
initiate action to fulfiIl the requirements of Marine
aviation, Regular and Reserve in matters of organisation
peraomel, operational readineas, and logiatica to ensure
Marine aviation is developed and supported in concert
with the overall naval aviation program. Exclude policy
records incIuded in CMC central correspondence file
(SSIC 3000.3) and Fleet co remand files (SSIC 3100.1).

Retire to nearest FRC when 2 years old. Destroy
when 10 years old.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

-Oy whl 3 y- old.

~

FLEET EMPLOYMENT SCHEDULES AND CHANGES
RECORDS

1. RECORDS CONSIST OF EMPLOYMENT
SCHEDULES, CHANGES, AND GENERAL
CORRESPONDENCE.

fk3trOy when 2 y- old.

~

EMPLOYMENT OF THE NAVAL RESERVE

~!l!l

1. RECORDS CONCERNING ACTIVE DUTY FOR
TRAINING, WEEKEND AWAY TRAINING,
TEMPORARY ACTIVE (TEMAC), AND OTHER
TYPES OF EMPLOYMENT OF THE NAVAL
RESERVE lNCLUDING TR41NING AND
ADMINISTRATION OF THE NAVAL RESERVE.

Destroy when 3 years old or no longer needed for
reference.

VISITS OF SHIPS RECOR~

1. GENERAL CORRESPONDENCE, FILES,
REPORTS, AND OTHER RECORDS. Records
~ to visits by ships, illChld@ viaits of U.S. ships
to foreign porta and visits of foreign ships to U.S. ports.
Records include policy, procedures and instructions for
coordination of port viaits; regulations prescribed by the
Navy or host govemunent; requests, modifications,
approvals, and disapprovals of port visit and diplomatic
clearance requests; reporta of conditions experienced or
incidents that occurred; and any post visit reporta.

Destroy when 3 years old. Maintain instructions
until canceUed or superseded.

a. Shi DSvisits bv hhICkxWPowered WarsbiM.
Records pertaining to regulations, instructions, and
procedures for visits. Records include restrictions,
environmental monitoring requirements, md special
safety regulations enacted by host nation government;
procedures for safety and security of the vessel;
procedures and instructions for coordination of port
visi@ request$ modifications, approvals, and
disapprovals of port visit and diplomatic clearance
reqpssta; and reports during or after the visit of
conditions encountered or incidents that occurred.

Retire to nearest FRC when 2 years old. Destroy
when 10 y~ old.

MAIUNE AMPHIBIOUS OPERATIONS RECOfW$j

RETIRE RECORDS UNDER APPROPIUATE
SUBSECTION OF SSIC 3100 FOR ACTUAL
OPERATIONS OR SSIC 3340 FOR TACTICAL
GUIDES.

MKxW

SEARCH AND RESCUE (SAR) RECORDS

1. DEPARTMENTAL SAR POLICY FILE.
Instructions, notices, and planning papera that document
Navy policy for reaction to vessel and aircraft acadents
requiring SAR operationa. Records are accumulated by
OPNAV.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.
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2. AGREEMENTS RECORDS. Formal agreements and
supporting papers relating to SAR operations involving
foreign, federal, state, local, and private organizations.

Destroy 1 year afler agreement is terminated.

3. SAR SUPPORT CONTROL RECORDS. Lists of
organizations participating in SAR operations and
locations of facilities.

Destroy wlw cancelled or superseded.

4, PROCEDURE FILES. Plans, OP-Order Annexes,
Tactical Publications, Watch Quarter and Station
Assignment Bills, and instructions that detail individual
activities response in SAR missions.

Destroy when cancelled or superseded.

5. SAR EXERCISES AND DRILLS RECORDS.
Reports of exercises conducted by Navy units to test
response to emergency situations.

Destroy when 6 months old.

6. SAR MISSION AND INCIDENT REPORTS.
Exclude reports filed with Flag files under SSIC 3100.1.

DeSt.rOywhen 1 y- old.

$SIC 3140-314S

~EOPHYSICAL. OCE ANOGRAPHIC<
HYDROGRAPHIC. OR MAPPING. CHARTING. AND
GEODETIC (MC&G ) SUPPORT RECORDS

RECORDS IN THIS SERIES (3140-314S) RELATE TO
ALL PHASES OF OCEANOGRAPHIC;
METEOROLOGIC~, HYDROGRAPHIC; OR MC&G
FUNCI’IONS. THESE RECORDS ARE
ACCUMULATED BY FIELD ACTIVITIES AND BY
DEPARTMENTAL HEADQUARTERS, MAJOR
COMMANDS AND OFFICES THAT FORMULATE OR
PRESCRIBE POLICIES AND/OR PROCEDURES AND
BY THE NAVAL METEOROLOGY AND
OCEANOGRAPHY COMMAND.

~o

NAVAL OCEANOGRAPHY PROGRAM RECORDS

1. PRfMARY PROGRAM RECORDS. Correspondence
md other records of OPNA~ Commander Naval
Meteorology and Oceanography Command
(COMNAVMETOCOM), and the following tbiid echelon

conunamk Naval Oceanographic Office, Naval Pacific
Meteorology and oceanography Center, Naval Atlantic
Meteorology and Oceanography Center, Fleet Numerical
Meteorology and oceanography Cater, Naval Ice
Center, and other NAVMETOCOM faciiitiea that
document primary mission rqmnsibllitiea for the
development and execution of procedures pertwmg““to
oceanography, meteorology, hydrographic, or MC&G
related operations, and to the overaU performance of
these operations. Included are the records and fib%of
Navy offices having liaison with Interdepartmental,
International, and treaty organizations consisting of
reports, minutes, agendas, and supporting papers.

a. Comman ds converting data to microform:

(1) Original documents.

Destroy after verification that ndcrofonn meets
prescribed quality standards and that the microform
is an adequate substitute for the original documents.

(2) One silver halide microform set and one diaao
or vesicular copy.

Permanent. Transfer to nearest FRC when 4 years
old. Transfer to NARA when 20 years old.

(3) Other microform copies.

Destroy when no longer required for reference.

b. ~ommand s not converting data to microform;

(1) Original documents.

Permanent. ‘hmsfer to nearest FRC when 4 years
old. Transfer to NARA when 20 years old.

2. GENERAL RECORDS.

a. Files of 4tb echelon and subordinate ocea nofuaD hy
commands . Files and records doc umenting tbg
ormru‘zation of the command : accomdisbment of Dlans4
Stlldk. DrOieCtS:and essential transa ctions of tbe
Command.

Destroy when 2 years old.

b. Files of COMNAVMETOCOM and subordinate
3rd echelon commands that document routine internal
activities.

Destroy when 2 years old.
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3. WEATHER PHENOMENA RECORDS. Files
documenting the history of and research into hurricanes,
typhoons, or other storms, ice formulation,
meteorological and other weather or related phenomena;
records related to meteorological equipment and
materials research. Consists of reports, research data,
photographs, and other supporting papers.

Permanent. lhnsfer to nearest FRC when 4 years
old. Transfer to NARA when 20 yeSrS old.

~

OBSERVATIONWMEASURE MENTS RECORDS

1. WEATHER OBSERVATIONS.

a. Monthly observations. Routine observations from
naval uni@.

Transfer monthly to Fleet Numerical Meteorology
and Oceanography Detachment (FLENUMMETOC
DET), 37 Battery Park Avenue, Federal Building,
Asheville, NC 2SS01-26% for periodic transfer to the
National Climatic Center.

b. Monthlv observations horn units attached to
-al missions or emed ition$.

Retain on board for 3 months, then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-2696 for periodic
transfer to the National Climatic Center.

c. Recomaissanc e observations and other
.

Observation not coWXedbv SDWific directives.

Retain on board for 1 year, then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-26%.

d. DUDkate CODk of observation$.

Destroy when 6 months old.

e. Worldwide unclass “fied weather observations
rem “vealin electro lliCform by FLENUMME TOCEN from
WMO and Otk national and international sources.
Included is some satellite dat&

Transfer monthly to FLENUMME TOC, 37 Battery
Park Avenue, Federal Building, Asheville, NC 2SSOl-
26% for periodic transfer to the National Climatic
Data Center (NCDC).

f. North Atlantic Treatv OrQanisation (NATO) and
Demwtment of the Navv sec Uritv Classl“fied weather
observations.

Retain on board (Fleet Numerical Meteorology and
Oceanography Center (FLENUMMETOCEN)
Monterey, CA, until declassified then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-26% for periodic
transfer to NCDC.

g. Satellite observations consisting OK

(1) Microwave fmagery (SSMI).

Transfer to National Environmental Satellite Data
Information Systems (NESDIS) - a component of

NOAA.

(2) GEOSAT extended mission data (althetry)
and visual infkared (IN data from all satellites.

Destroy when no longer required for reference use.

(3) Shared processing data received from
Television Infrared Observation Satellite (TIROS),
Geostationary Meteorological satellite (GOES), Advanced
Very High Resolution Radiometer (AVHRR), and
MCSST.

Destroy when no longer required for current
operational use.

2. OCEAN SURVEY RECORDS. fncluding all
intermediate survey data generated in deep sea
bathymetric surveys.

a. Hvdr wzraDhic Survev Records.

(1) Silver halide microform copies of Real Time
System (RTS) logs, sounding journals, sonar tracer and
data sheets, Senior Naval Oceanographic Office Scientist
(SNS) Reports, and hydrographic survey smooth sheets.

Permanent. Transfer to nearest FRC when 4 years
old. Transfer to NARA when 30 years old.

(2) Final charts produced from survey.

Permanent. Transfer to nearest FRC when 4 years
old. Transfer to NARA when 30 years old.

(3) Paper originats of RTS logs, sounding journats,
sonar tracer and data sheets, SNS reports, and
hydrographic survey smooth sheets.
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Destroy after microform has been verified.

(4) Senior Naval Oceanographic Office
Representative (SNR) reports.

(b) original data.

Destroy after verification of microform.

(2) From non-vital ocean areas.
Destroy after 2 yeara.

b. @odeb “cRecor&.

(1) Microform copka of gravimetric, geomagnetic,
satellite altimtry compilations and reports.

Destroy when no longer required.

(2) Paper copies of geodetic compilations and
reporta.

Destroy after verification of microform.

c. MC&G Records.

(1) Field survey documents md data which are
cartographic and geodetic in nature and final products
derived therefkom.

Transfer original data to Defense Mapping Agency
(DMA). Transfer copy to nearest PRC when 2 years
old. Destroy when 6 years old.

3. DEEP OCEAN BATHYMETRY RECORDS.

a. Intermediate ASW shioboard records and other
bathwn etric records sucb as 10-. tvwouts, track or boat
sheets. and other similar items used to comnlete the final

SM?Wi@M.

Destroy when no longer needed for surveyor
compilation check.

b. Final survev sheets (charts). shbboard or office
revision. maintained bv COMNAVMETOCOM.

Permanent. Transfer to NARA when 50 years old,
pa Navy review to determine if continued
agency retention is required.

Destroy when no longer required.

d. Survev and Dreject baclumun d records, survey
informatl“on folders , Cbls.sl%cation histories. and
@ficatioW.

Perman ent. Transfer to NARA when 50 years old,
pending Navy review to determine if continued
agency retention is required.

e. Transmittals and letters concerning trmsmission of
glata within authorised rmoiect working grouos. SDOnsor,
and snonsor’s contractor.

Transfer to nearest FRC when 2 years old. Destroy
when 4 years old.

f. TranamittaJs and etters co1 ncernhm transnu“ssion of
data outside standard moiect IUOUDS. including mesa fze
or letter authorizations for transfer.

Destroy when no longer required.

4. OCEAN MEASUREMENTS RECORDS.

a. General Records. Reference material such as
descriptions of marine environment md study of the
oceans and related science, biological, chemical, dynamic,
physical, acoustic, shore and near shore processes, Mean
bottom procesaea, underwater sound tabulations of sea
and current data; charts containing oceanography
ithmtrations to be incorporated in hydrograpbic project
programs.

Destroy when no longer required for reference use.

b. Geolom and (%cmhvsics Records. Intermediate
marine geology and geophysics survey data used in chart
and publication preparation and models of ocean bottom
and subbottom.

c. !mtQmMw.
Destroy when no longer required for reference use.

(1) Fkom vital ocean area as designated by the
CNO and COMSPAWAR.

(a) Microform copy.

c. Gravitv Records. Survey records from the field,
high and low fkequency records, satellite records, quality
control records, and survey design and production
records.

Destroy when no longer required for reference.
Destroy when no longer required for reference use.
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d. Mmmetic Records. Airborne md marine survey
documents such as: magnetic tapes, navigational logs,
data tapes, charts, plots, microform analog records and
chart products.

Destroy when 1 year okL

b. Microform weatbe rlocean oflraDbicmaDs and
charts and numerical analvsis data maintained by
FLENUMME TOC. Monter~.

Transfer to DOD Geomagnetic Library, Stennis
Space Center, MS. Destroy when no longer required for reference use.

e. BatbvtbermoaraDh (MIT) Recorder StriII charts c. Weather maDS and charts maintained bv other
activities.

(1) Declassified XBT Recorder Strip Charts
maintained by FLENUMMETOCEN. Destroy when no longer required.

f$sc 3144Transfer to nearest FRC when 2 years old. Destroy
when 30 y- old.

DATA PREDICTION RECORDS
(2) XBT Recorder Strip Charts that camot be

declassified. 1. WEATHER MAPS AND CHARTS.

DeStrOywhen 30 yeSrS old. a. Orirnnated bv Navv Oceancmran hy Center$.

(3) Digitized information extracted from XBT
Recorder Strip charts.

Destroy after 2 years.

b. OrMnated bv other activiti~.
Retain at FLENUMME TOCEN. Destroy when no
longer required for reference use. Destroy when no longer required.

f. BathvthermobzraDh (XIIT) Message Data. c. Facsimile maDs and charts/teletvDe data.

Destroy after 30 days.FLENUMMETOCEN transfer on a regular basis to
COMNAVMETOCOM for inclusion in Master
oceanographic Olmmational Data Set (MOODS).

SSIC 3142 INFORMATION PRODUCTS

DATA COLLECTIO N RECORDS 1. WEATHER FORECASTS, ADVISOIUES and other
operational support products.

1. CORRESPONDENCE REPORTS, AND OTHER
PAPERS DOCUMENTING THE MAKEUP,
REVISIONS, AND USE OF CODES OR FORMATS IN
COLLECTING AND TRANSMI’ITING GEOPHYSICS
INFORMATION.

Destroy where 1 year old.

2. CLIMATOLOGICAL INFORMATION excluding
publications.

a. Oriain al studies of an area.Destroy when 2 years old.

Retain on board for 1 year then transfer to
FLENUMMETOC, 37 Battery Park Avenue, Federal
Building, Asheville, NC 2SS01-26% for periodic
transfer to NCDC.

DATA ANALYSIS RECORDS

L WEATHER ANALYSIS
b. OM.imum Track SbiD Routing (OTSR ) messag~

when shiD has sustained weather dama Ee on tbe tranai~.a. MaDS and CblUtS(Or tme records tbereof)
maintained bv Naval OceanoRraDhv Centers: exclude
weatbe r analvsis records maintained by
FLENUMME OC,T Monterev. CA

Transfer to nearest FRC after 1 year. Destroy when
10 years old.
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OTSR meastums when no weather damages to ahiD

A.

d. Climatobnzical studies comoiled from Dublisbed

M!413XS-

Deatroy when ❑o longer required for reference use.

3. PUBLICATIONS

fhnatic Pub
. . Iications Suchas atlasea and vublished

A.

(1) Originator of publication.

Permanent. Retain record copy on board. Transfer
to NARA when 50 years old pending Navy review to
determine if continued agency retention is required.

WARFARE PREDICTION SYS193M (fCAPS). ICAPS
data base consists of stored sonar characteristics, and
extensive files of historic data on temperature, salinit y,
and depth uniquely indexed by regions within each ocean
basin. Upon receipt of timely loud data from aftoat
commands deacribmg the enviromnental situation in
which antisubmarine warfare is about to occuq ICAPS
will combine these local entries with the data base
through integrated series of programs and generate
predictions of how sensors will perform in the current
situation. This information is immediately transmitted
back to the ship so that Fleet Commanders may make
informed and rapid tactical decisions.

a. Master file and historical data tax.

Destroy after third system backup.

b. InDut data tauea and USN r record.

Destroy when no longer required.
(2) Other commands holding climatic publications.

c. Outmt data md reDorts-COM and Daner.
Destroy when cancelled, superseded or no longer
required.

b. oceanoaravhic. hydr oaraDhic, or MC&G

Pub hcations including minted manuals. tables and

S.!M!5S.

(1) Originator of publication.

Transfer record copy to Naval Oceanographic Oflice.

(2) Record copy maintained by Naval
Oceanographic Oflice.

Permanent. Retain on board. Transfer to NARA
when 50 years oM, pending Navy review to determine
if continued agency retention is required.

(3) Other commands holding publications.

Destroy when cancelled or superseded.

c. Hvdrmran hic Office (HO) Publications 1866-1962
record set of HO Pub lications (comDlete -90 cu ft~

. .
ed bv t e Mattbeh w Fontaine Maury

OceanoaraD MCLibrary. NSTL. MS.

Permanent. Retain on board. Transfer to NARA
when 50 years old, pending Navy review to determine
if continued agency retention is required.

Destroy when no longer required for reference.

d. f?wstemsdocumentation to include description of
data elements. file lavout . code boo ks. and omwators and
user manuats.

Destroy when superseded or no longer needed for
reference.

5. TACTfCAL ENVIRONMENT SUPPORT SYSTEM
093SS). TESS is a total envir onmental prediction system
consisting of a data base containing stored data on all
shipboard sensors, communications and weapons systems
as well as historical oceanographic and meteorobgicai
data indexed by areas within each ocean basin. Upon
receipt of an inquiry from a ship or other fteet unit,
TESS will provide on-scene evaluation of the effects of
the total physical environment and shipboard sensors,
communications equipment, and weapons systems. TESS
has the capability of providing tactical commanders with
long-range, broad-area forecasts baaed on information
from a global observation network.

a. Master file and historical data tam .

Destroy after third system backup.

b. kmut data tanea and DSDSr record.

4. INTEGRATED COMMAND ANTISUBMARINE
Destroy when no longer required.
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c. and remwta-CO M and Daner.

Destroy when no longer required for reference.

d. Svstems documentation to include description of
~ata elements, file Iavout. code books, and ooe raters and
wser manuak.

Destroy when superseded or no longer needed for
reference.

SsKw!?4

DATA/INFORMATION DISSEMINATION

Refer to SSIC 3145.
SSIC 3147

DATA/INFORMATION OUALITY ASSURANCE

Refer to SSIC 3145.

~

DATMINFORMATION ARCHMNG

Refer to SSIC 3145.

SSIC 3150-3159

SsKw!!?

DIVING AND HYPERBARIC SYSTEMS OPERATIONS

1. INDMDUAL DIVING LOG REPORT
FORWARDED TO NAVSAFECEN BY EACH DfVER
AFI’ER EACH DIVE OF IWPERBAIUC EXPOSURE.

htrOy when 20 yti old.

2. COMMAND DIVING LOG. Legal record of detaik
of each dive or hyperbaric exposure conducted.

Destroy after 3 years from date of last entry.

3. INDMDUAL DIVING LOG. Record kept by each
Navy diver for each dive or hyperbaric exposure,
including non-Navy recreational dives.

Kept by individual as long as he or she is an active
Navy diver.

4. GENERAL CORRESPONDENCE FILES. Files

~g to the Navy diving program including copies of
accident reports, safety surveys, etc.

Destroy when 2 years old.

Ss!am

DIVING AND -RBARIC SYSTEMS SAFETY
$XRTIFICATION

1. DIVING AND HYPERBARIC SYSTEMS
MAINTENANCE, WORK PROCEDURES, AND
REENTRY CONTROL (REC) RECORDS.

Destroy after 7 years.

2. Hyperbaric FACILITIES TESTING RECORDS.
Maintained by NAVSEASYSCOM, NAVFACENGCOM.
Exclude construction records filed under SSIC 11155.

Destroy after 7 years.

3. SYSTEM CERTIFICATION CERTIFICATE AND
LETTER OF CERTIFICATION.

Retain until subsequent certification received.

4. GENERAL CORRESPONDENCE FILES. Files and
records pertaining to system certification including
requests for certification and correspondence on
deficiency corrective action.

Destroy when 3 years old.

SSIC 3160-3168

ASTRONOMICAL AND CHRONOMETRIC SUPPORT

RECORDS IN THE 3160-3168 SERIES RELATE TO
ALL PHASES OF ASTRONOMY AND TIME SERVICE
CARRIED OUT AT THE U.S. NAVAL
OBSERVATORY, INCLULHNG THE ASTROMETRY
AND TIME SERVICE DEPARTMENTS, THE
NAUTICAL ALMANAC OFFICE AND FLAGSTAFF
STATION. THESE RECORDS ARE ACCUMULATED
AT THE NAVAL OBSERVATORY IN WASHINGTON,
DC., THE FLAGSTAFF STATION IN ARIZONA,
NAVAL OBSERVATORY TIME SERVICE
ALTERNATE STATION IN RICHMOND, FLORIDA
AND THE BLACK BIRCH ASTROMETRIC
OBSERVATORY NEAR BLENHEIM, NEW ZEALAND.

GENERAL ASTRONOMICAL AND CHRONOMETRIQ
SUPPORT RECORDS

1, PRIMARY PROGRAM RECORDS. General
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correspondence and other records of the Superintendent, PERTINENT FILE LAYOUTS, CODE BOOKS, AND
Scientific Directur, scientific departments, Flagstaff PROCEDURE DOCUMENTATION WITH
station and other stations that document pm mission PERMANENT RECORDS TRANSFERRED TO NARA
reaponsibllities permmmg“ “ to astronomy and timekeeping. UNDER SSICS 3161.2,3163,3164 AND 316S.
This includes records relating to the development and
operation of scientific programs, the establishment of Retire to wNRC when 2 years old. Destroy when 5
stations and substatio~ and design, development and years old.
construction of hatrumm ts.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 10 yeSrS old.

2. PROFESSIONAL SCIENTIFIC PAPERS OF
ASTRONOMERS.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 10 yelUS old.

3. INCOMING AND OUTGOING MESSAGE OF A
ROUTINE NATURE.

Destroy after 2 years.

SsKnM

DATA ANALYSIS

1. COMPUTER HARDCOPY, TAPE AND DISK
OUTPUT RESULTING FROM PHOTOGRAPHIC
PLATE MEASUREMENT.

Disposition not authorized.

2. COMPUTER HARDCOPY, TAPE AND DISK
OUTPUT RESULTING FROM REDUCTION AND
ANALYSIS OF TRANSIT CIRCLE OBSERVATIONS.

SMuMil Disposition not authorised.

OBSERVATIONS/MEASUREMENTS

1. PHOTOGRAPHIC PLATES FROM ALL NAVAL
OBSERVATORY TELESCOPES, INCLUDING THE
PZT, 26”, 40” AND 61” AS WELL AS OLDER PLATES
FROM TELESCOPES NO LONGER IN OPERATION.

3. HARDCOPY OR COMPUTER RECORDS
RELATING TO ALL OTHER NAVAL OBSERVATORY
TELESCOPES.

Disposition not authorized.

SSIC 3164
Permanent. Transfer to NARA when 10 years old.

DATA PREDICTION
2. COMPUTER HARDCOPY, DISK AND TAPE
OUTPUT FROM AS’IROMETRIC, PHOTOMETRIC,
OR SPECTROSCOPIC OBSERVATIONS,
CONTAINING ORIGINAL RAW DATA ACQUIRED
THROUGH OBSERVATION OR MEASUREMENT,
WHETHER MANUALLY OR BY DATA ACQUISITION
SYSTEMS.

CORRESPONDENCE, REPORTS AND OTHER
PAPERS DOCUMENTING PROCEDURES FOR DATA
PREDICTION, AS WELL AS COMPUTER FILES
RELATED TO PREDICTION.

Disposition not authorised.

Disposition not authorised. ~s

SsE2ui2 INFORMATION PRODUCTS

DATA COLLECTION

1, CORRESPONDENCE, REPORTS AND OTHER
PAPERS DOCUMENTING PROCEDURES FOR DATA
COLLECTION IN ASTRONOMY AND TIME
SERVICE, AND FOR TRANSMITMNG
ASTRONOMICAL AND CHRONOMETRIC
INFORMATION. EXCLUDE PRIMARY PROGRAM
RECORDS FILED UNDER SSIC 3160.1. FILE

THESE ARE PUBLISHED RECORDS OF FINAL
PRODUCTS, INCLUDING PUBLICATIONS OF THE
NAUTICAL ALMANAC OFFICE (SUCH AS THE
ASTRONOMICAL ALMANAC), TIME SERWCE AND
ASTROMETRY DEPARTMENTS WIDELY
DISSEMINATED THROUGH THE GOVERNMENT,
SCIENTIFIC COMMUNITY AND THE PUBLIC.
PUBLICATIONS INCLUDE NAUTICAL, AIR, AND
ASTRONOMICAL ALMANACS, ASTRONOMICAL
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PHENOMENA, THE ALMANAC FOR COMPUTERS,
TIME SERVICE ANNOUNCEMENTS, AND
NUMEROUS AIDS FOR NAVIGATORS,
ASTRONOMERS, AND GEODISTS. EXCLUDE
SCIENTIFIC PAPERS FILED UNDER SSIC 3160.2 OF
THIS INSTRUCTION.

Permanent. Retire copy of aU publications to WNRC
annually. Transfer to NARA when 5 years old.

SMQll!M

DATA/INFO RMATION DISSE MINATION

CORRESPONDENCE, REPORTS AND PAPERS
RELATED TO DATA DISSEMINATION, ESPECIALLY
BY THE NAUTICAL ALMANAC OFFICE, BUT ALSO
DOUBLE STAR, TIME SERVICE, ASTROMETRIC
AND OTHER ASTRONOMICAL DATA
DISSEMINATED TO THE PUBLIC. EXCLUDE
DIRECTIVES, INTER-AGENCY AGREEMENTS AND
SIMILAR RECORDS FILED AS PRIMARY PROGRAM
RECORDS UNDER SSIC 3160.1 OF THIS
INSTRUCTION.

Retire to WNRC when 2 years old. Destroy when 10
years old.

~7

DATMNFORMATION OUALITY ASSURANCE

COMPUTER HARDCOPY, DISKS AND TAPES
CONTAINING THE COMPARISON OF STAR
CATALOGUES OR OTHER ASTRONOMICAL OR
TIME VALIDATION INFORMATION.

Destroy 2 years after inactive.

jwc 316s

DATA/INFORMATION ARCHIVING

1. COMPUTER PRINTOUTS, TAPES AND DISKS
CONTAINING FINAL DATA FOR ASTROMETRY,
TIME SERVICE, AND GENERAL ASTRONOMY.

Disposition not authorized.

SSIC 3170

GENERAL PORT OPERATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES AND
REPORTS. Records related to the internal operation

and admhistr ation of port operations at naval activities,
including the operation of mchorage and berthing
facititiea and service craft and ships. Include liaison
files with Coast Guard Port Control Officers.

Destroy when 2 years old.

2. NAVAL PORT CONTROL OFFICES’ RECORDS.

a. General Correspond ence FIlea that Docume nt
Naval Port Control Offices’ Promams. Poticies,
F%xedures. and Essen tial TraDsactI“ens.

De.StrOywkl S yelUS old.

b. General Correammdence Files Related to the
Routine Internal ODeration and Administration of the
-. Files include those of operating divisions and
other organisational units, such as those of the operations
officer, the officer in charge of service craft, and the
ordnance officer.

DeStrOJ’ whl 2 y- old.

c. Dailv Sbiming ReDort File$. Records prepared by
port control oflicers or senior officers afloat. Records
contain shipping data regarding naval and merchant
marine ships in the area, such as information on arrivals,
departures, and scheduled departures, port schedules,
ships present, and other information regarding naval and
merchant marine ships in port.

Destroy when 1 year old.

d. Periodic statistical remxts reflectkm the nature
and volume of shiD movements.

Destroy when 3 years oId.

e. Mov ement Files. Files of naval port control offices
containing operating and movement data on ships whose
operations are of interest to the naval base or the naval
port control officer.

(1) Official record copies.

Retire to nearest FRC 3 years after last briefing of
ship in the area. Destroy when 7 years old.

(2) Duplicate copies of reports

Destroy 6 months after the official record copies are
forwarded to the operations division of the associated
fleet command.
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f.
. .

or Suudar Records of Harbor Services. Files
indicate services provided by the naval port control
officer to non-naval vessels and activities.

Retire to nearest FRC when 3 years old. Destroy
when 7 yeSrS old.

8. ~ce craft Reoorts. Related memoranda and
correspondence concerning the cleaning, inspection and
maintenance of service craft and the care of equipage and
stores.

DeStCOy when 1 y- old.

h. ~ rational Performance Records of Enuines of
*rVice era%.

Destroy when 6 months old.

i. Macbiierv md Engin e Service Records.

Destroy when entry is made on material history card,
upon completion of overhaul, or machinery is
surveyed, whichever is earlier.

j. Insnecb“onRecordq. Copies of ships inspections,
testa, and check-off sketa, including records of air teats.
(See SSIC 4730 for records of boards of inspection and
survey.)

Destroy when superseded by new inspection record.

3. NAVAL CONTROL OF SHIPPING OFFICES’
RECORDS.

a. Genera 1 Corresno ndence Files. Files related to the
routine internal operation and administration of the naval
control of shipping Oflicea.

office.

Permanent. Retire to nearest FRC when 6 months
old. ‘husk to NARA when 20 y- Oki.

e. (hnvov Maater Sheetq. Records held by
originating naval control of shipping office.

Permanent. Retire to nearest FRC when 6 months
old. Transfer to NARA when 20 y- old.

f. Sal“Iimlor ders Folders, Official record copies held
by originating naval control of shipping office.

Permanent. Retire to neareat FRC when 6 months
old. Trsnsfa to NARA when 20 years old.

g. Routina lnstru~ “ens. 0f6cial record copies of
routing instructions convoy formation diagrams and
routing instruction envelopes maintained by originating
naval control of shipping office.

Permanent. Retire to neareat FRC when 6 months
old. Transfer to NARA when 20 years old.

h. Secret Naval and Merchant Vessel Las.

Permanent. Retire to nearest ~C when 6 months
old. Transfer to NARA when 20 years old.

i. Naval Control of SbiDDiIW Reserve Program
Records. Correspondence, reports, orders, mobilization
plans, and similar records relating to the administration
of the Naval Reserve Naval Control of shipping
Wogrsm. Exclude Primary Program Records of
Commander Military SeaIift Comnum d filed under SSIC
4620.1 and Commander Naval Reserve Force filed under
SSIC 1001.1.

htrOy when 3 ySSrS old.
Destroy when 3 years old.

j. Peacetime Exercise Records

l)eatroy upon disestablishment of the office.

Cards o Other r LW Records of Serial
f Routing Instructions.

Permanent. Retire to nearest ~C upon
disestablishment. Transfer to NARA when 25 years
old.

d. Commodo rea Analvsis sheets. Ofticial analysis
sheets held by originating naval control of shipping

(1) Exercise Case File. Operations-Orders,
critique sheets, linal exercise report, evaluation and
analysis documents, and lessons learned. Records are
maintained by the Officer Conducting the Exercise
(usually Fleet Commander or Commander Military
Sealift Command).

Retire to WNRC when 2 years old. Destroy when 10
yellrs old.

(2), Participating Unit Files. Exercise m-e

traffic, logs, and similar records relating to the conduct
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of exercises. Include copies of exercise reporta and OP-
Orders.

Destroy Where1 year old.

ANCHORAGE AND BERTHING RECORDS

1. ANCHORAGE AND BERTHING REPORTS.
Monthly or other periodic reports of ships anchored or
bertbed in the area, including ships of the inactive
reserve fleet.

DeStrOywhen 2 y-m old.

2. BERTHING RECORDS. Cards, lists, or other
records of berthing assignments for ships and other craft
anchored in the local area.

Destroy 1 year after craft is reassigned or leavea the
area.

ROUTINE INTERNAL NATURE. Records include
underway replenishment group scbedulea, load lists,
m-e requests from fleet units for supplies.

Destroy hen no longer needed.

LAW ENFORCEMENT RECORLN+

1. COUNTER NARCOTICS SUPPORT RECORDS.
Reports, planning and coordination papers that document
Navy’s participation in government wide interdiction and
counter narcotica support operations. Inctude
correspondence and liaison meetings records with Coast
Guard md Drug Enforcement Administration. Records
are maintained by the DCNO (PlaIIs, policy, and

Operations) (N3m5).

DESWOywhen 5 years old.

SSIC 3200-3299

Ssuun CRYPTOLOGY RECORDS

VESSEL BOARDING RECORDS

1. BOARDING REPORTS. Reports of boarding of
merchant vessels by Navy Port Control officers for
purposm of inspection for compliance with U.S. and local
laws.

Destroy when 1 year old.

SSIC 3173

~HIP’S BOATS RECORDS

1, GENERAL CORRESPONDENCE PERTAINING TO
BOATS.

Destroy when 10 years old.

2. CORRESPONDENCE RELATED TO INDMDUAL
BOATS (BY HULL NUMBER). Files include
authorization documents, issue documents, inspection
reports, and disposition documents.

Destroy when 10 years old.

SSKaM

REPLENISHMENT RECORDS

1. GENERAL CORRESPONDENCE FILES OF A

RECORDS IN THIS (3200-3299) SERIES RELATE TO
GENERAL CRYPTOLOGY RECORDS
(CRYPTOLOGIC ARCHITECTURE AND TOTAL
SYSTEMS INTEGRATION CRYPTOLOGIC SUPPORT
GROUP OPERATIONS (CONCEPT, POLICY); ADp
SUPPORT TO CRYPTOLOGIC SYSTEMS;
CRYPTOLOGY AND COMMAND, CONTROL, AND
COMMUNICATIONS (C3); ~ CORPS
CRYPTOLOGIC POLICY AND OPERATIONS; AND
NAVAL RESERVE SECURITY GROUP
(NAVRESSECGRU) CRYPTOLOGIC POLICY AND
OPERATIONS); GENERAL SIGNALS mLLIGENCE
(SIGINT) RECORDS (SIGINT POLICY AND
PROCEDURES (USSID)); NAVY COMPARTMENTED
SIGINT PROGRAMS, ALLIED EFFORTS, SIGINT
EQUIPMEIW RESOURCES, AND SIGINT
EQUIPMENT INSTALLATION AND
CONFIGURATION CONTROL; NATIONAL SIGINT
OPERATIONS RECORDS (COLLECTION,
PROCESSING AND REPORTING, EVALUATION,
FIELD STATION OPERATIONS, SIGINT SYSTEMS
SUPPORT (E. G., FLEXSCOpE, IATS), SIGm
DIRECT SERVICE, AND TARGET
COMMUNICATIONS SYSTEMS) ; FLEET
CRYPTOLOGIC SUPPORT RECORDS (SURFACE
DIRECT SUPPORT OPERATIONS, AIR SYSTEMS,
CRYPTOLOGIC SHORE AIRBORNE DIRECT
SUPPORT OPERATIONS, AIR SYSTEMS,
CRYPTOLOGIC SHORE SUPPORT ACTIWTIES, AND
SHORE SYSTEMS; ELECTRONIC WARFARE
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SUPPORT RECORDS (TECHNICAL GUIDANCE UNIT
OPEWiTfONS AND SIGNAL CHARAC’f13RISTfCS
IDENTIFICATION SYSTEMS; ELECTRONIC
INTELLIGENCE (ELINT) OPERATIONS RECORDS
(ELfNT) COLLEC’ITON SYSTEMS, ELINT SYSTEMS
PROCESSING AND REPORTING, ELINT SYSTEMS
DATA BASE, AND ELINT TECHNICAL SUPPORT;
GENERAL SIGNAL SECURfTY (SIGSEC) RECORDS
(SIGSEC FLEET AND AFLOAT OPERATIONS,
SIGSEC LAND BASED OPERATIONAL
SURVEILLANCE SYSTEMS, SIGSEC TACTfCAL
APPLICATION PROGRAMS (E. G., HULTEC),
COMMUNICATION SECURITY (COMSEC)
TELEPHONE MONITOIUNG, SIGSEC EQUIPMENT
RESOURCES, SIGSEC TRAINING PROGRAM
(INCLUDE COMSEC TRAINING VfSITS), COMSEC
ADVfCE AND ASSISTANCE PROGRAM, AND
COMSEC BRIEFfNG AND FILMS PROGRAMS);
HIGH FREQUENCY DHU3CTION FINDING (HFDF)
OPERATIONS RECORDS (I+JG~DF OPERATIONS
AND WB ACO/HFDF OPERATIONS; AND
ADVANCED CRYPTOLOGIC SYSTEMS
DEVELOPMENT (CRYPTOLOGIC R&D).

f3S1C 3200

CRYPTOLOGY GENERAL RECORDS

1, PRIMARY PROGRAM RECORDS.
Correspondence, reports, studies, directives, and other
records created and maintained by SECNAV, CNO,
CMC and Comnum der Naval !lecurit y Group Command
(COMNAVSECGRUCOM) that reflect Navy
implementation of policy established by the Director of
the National Security Agency (NSA) relating to the
military function that deals with encrypted or otherwise
disgukd or bidden telecommunications of foreign
entities.

Permanent. Retire to CommaIIder, Naval Security
Group Activity, Attn: N14-Archivw, 9800 Savage
Road, Suite 6585, Fort George G. Meade, MD 20755,
when 2 years old. Transfer entire series or 5-year
blocks thereof to NARA, if unclassified or
declassified, when 50 years old. Records for which
special protection has been extended beyond 50 years
will be reviewed for declassification every 10 years
thereafter until releasable. me series will then be
transferred to NARA in 5-year blocks through
appropriate channels.

2. GENERAL CORRESPONDENCE. Correspondence,
reports, and other records relating to cryptology
maintained by COMIIISII ds subordinate to CNO, CMC,
and COMNAVSECGRUCOM.

Destroy when 2 years old.

SS!QMQ2

CRYPTOLOGIC ARCHITECTURE AND TOTAL
$YSTEMS INTEGRATION

RECORDS RELATING TO THE PLANNING,
DEVELOPMENT AND IMPLEMENTATION OF
CRYPTOLOGIC SYSTEMS AND RELATED SYSTEMS
ARCIHTE(TURES. RECORDS ACCUMULATED BY
COMNAVSECGRUCOMHQ.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

SSIC 3203

CRYPTOLOGIC SUPPORT GROUP OPERATIONS
JCONCEPT. POLICY)

RECORDS RELATING TO THE CRYPTOLOGIC
SUPPORT GROUP (CONCE~, POLICY)
WORLDWIDE.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

~

ADP SUPPO RT TO CRYITOLOGIC SYSTEMS

Apply appropriate disposition under SSICS 3230 to
3239.

SSIC 3206

CRYPTOLOGY AND COMMAND, CONTROL AND
COMMUNICATIONS (C3)

1. PROGRAM RECORDS. Records relating to
management of architecture and conununications,
including directives, policy implementation letters
maintained by COMNAVSECGRUCOMHQ.

Permanent. Trmsfer to NARA in accordance with
SSIC 3200.1.

2. GENERAL FILES. Records include resource
attocation documents, budget and funding files, and
management files maintained by 3rd echelon and
subordinate activities.

~tiOy when 2 y~ old.
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SsMzM!3

CORPScmYPTOLOGIC POLICY AND
fWEWTION~

1. OPERATIONAL RECORDS. Records relating to all
aspects of me Corps cryptologic operations including
Field Station, Afloat, and Radio Battalion Operations.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. GENERAL RECORDS. Organisational and
adminktrative records maintained by Marine CmPS
units.

k3trOJ’wh302y@Xll%old.

&wiwQ$!

NAVRESSECG RU OPERATIONS AND POLICY

1. NAVAL RESERVE POLICY RECORDS.
Mobilization and operational plans and organisational
records maintained by Naval Security Group Comman d
HQ.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. RESERVE UNIT RECORDS. Training records and
correspondence files maintained by NAVRESSECGRU
units.

Destroy when 2 years old.

SSIC 3210

$31GINTGENERAL

SIGNALS INTELLIGENCE ISA GENERAL
CATEGORY REFERRING TO INTERCEPTING AND
ANALYZING ANY TYPE OF ELECTROMAGNETIC
SIGNAL. FfLE ALL RECORDS UNDER SSICS 3211-
3227.

Apply appropriate disposition under SSICS 3211-
3227.

Swx!l

$UGINT POLICY AND PROCEDURE S tVSSID/

RECORDS RELATING TO THE U.S. SIGNALS
INTELLIGENCE DIRECTIVES SYSTEM (USSID).

Destroy when no longer required for refsrence.
Record copies are maintained by NSA.

m!xm

NAVY COMPARTMENTED SIGINT PROGRAMS

RECORDS RELATING TO ALL INFORMATION
PERTAINING TO COMPARTMENTED PROGRAM
ADMINISTRATION, OPERATIONS AND SUPPORT.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

iwzzw

$IGIIW EOUI PMENT RESOURCE s

RECORDS RELATING TO CURRENT EQUIPMENT
INVENTORIES, CAPABILITIES AND FUNDING
DATA.

Destroy when no longer required.

Wuu4

$IGINT EOUI PMENT INSTALLATION AND
CONFIGURATION CONTROL

RECORDS RELATING TO INSTALLATION
PLANNING, BESEP, ENGINEERING AND
TECHNICAL SUPPORT, SITE SURVEYS AND
RELATED INFORMATION. EXCLUDE
ARCHITECTURE AND SYSTEMS INTEGRATION
RECORDS RETIRED UNDER SSIC 3202.

DeStrOywheO5yeJUSold.

SSIC 3220

NATIONAL SIGINT OPERATIONS

DON IMPLEMENTATION OF NSA POLICY FOR
SOURCE IDENTIFICATION, COLLECTION,
PROCESSING, EVALUATING AND REPORTING
SIGINT OPERATIONS. INCLUDE DIRECTIVES,
STUDIES AND OTHER RECORDS SPECIFYING
TECHNIQUES EMPLOYED.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

W!xw

COLLECTION
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1. RECORDS RELATING TO THE MANAGEMENT
OF NATIONAL SIGINT MISSION REQUIREMENTS
AND METHODS EMPLOYED. RECORDS
ACCUMULATED BY COMNAVSECGRUCOM.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. PERSONNEL RECORDS. Training forms,

p=f~ ce valuations, suitabilityy records and other
records relating to individual assigned to SIGINT
collection function.

Destroy when individual is transferred.

SSIC 3222

PROCES SING AND REPORTING

RECORDS RELATING TO SIGINT PROCESSING,
REPORTING AND DISSEMINATION METHODS AND
MANPOWER. EXCLUDE DIRECTIVES AND
PROCEDURAL INSTRUCTIONS FILED UNDER SSIC
3220.

Destroy when 2 years old.

SSIC 3223

~N

RECORDS RELATING TO INFORMATION WHICH
EVALUATES THE EFFECTIVENESS OF ANY
ASPECT OF T~ NATIONAL SIGINT EFFORT.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

SSIC 3224

FIELD STATION OPERATIONS

1. COMMANDING OFFICEWOFFICER ~ CHARGE
CORRESPONDENCE FILES AND OTHER RECORDS
RELATING TO THE MISSION OF THE SITE.
EXCLUDE COMMAND HISTORIES FILED UNDER
SSIC s757.1.

Destroy when 5 years old.

2. GENERAL ADMINISTRATIVE AND
HOUSEKEEPING RECORDS.

Destroy when 2 years old.

SsLM2&

!jIGINT SYSTEMS SUPPO RT

Apply disposition under SSIC 3220.

~SIC 3226

$GINT DIRECT SERWCE

TEXTA Chchnical Extracts from ‘IYaffic Analysis)

Destroy when evaluated and reported or when 1 year
old, whichever is eartier.

SSIC 3227

TARGET COMMUNICATIONS SYSTEMS

CASE FILES RELATING TO INFORMATION THAT
IS FOREIGN COMMUNICATIONS SYSTEM
SPECIFIC. EXCLUDE REPORTS SUBMITTED TO
COMMANDER NAVAL SECmTY GROUP
COMMAND AND FILED UNDER SSIC 3200.

Destroy when 2 years old.

~o

FLEET CRYPTOLOGIC SUPPORT

1. LESSONS LEARNED reporta maintained by NavaJ
security Group c ommand Headquarters. Include final
exercise reports.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. REPORTS OF TRAINING VISITS, TECHNICAL
ASSISTANCE AND SIMILAR SUPPORTING
OPERATIONS.

Destroy when 2 years old.

~

$URFACE DIRECT SUP PORT OPERATIONS

RECORDS RELATING TO SIGINT MISSION SHIP
DEPLOYMENTS INCLUDING CRYITOLOGIC
LETTERS OF INSTRUCTION (LOI’S), OTHER
TASKING INSTRUCITONS, AND SPECIAL ANNEXES
TO OPERATIONS ORDERS.

111-3-30



SECNAVINST 5212.5D
22 April 199S

Permanent. ‘hansfer to NARA in accordance with
SSIC 3200.1.

iss!cw2

$URFACE SYSTE~

RECORDS RELATING TO SURFACE SPECIFIC
CRYPTOLOGIC EQUIPMENWSYSTEM
INFORMATION. INCLUDES CARRY-ON
EQUIPMENT. EXCLUDE RECORD COPIES OF
SOFTWARE, OPERATING INSTRUCTIONS, AND
CONFIGURATION DRAWINGS MAINTAINED BY
NSA.

Destroy when equipment is removed from surface
vessel.

RECORDS RELATING TO VQ-1/2, VPU AND ALL
OTHER NAVY AIRBORNE CRYPTOLOGIC
OPERATIONS. INCLUDE CRYPTOLOGIC LOI’S
AND OTHER TASKING INSTRUCTIONS.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

AIR sYsTE~

RECORDS RELATING TO AIR SPECIFIC
CRYPTOLOGIC EQUIPMEIW/SYSTEM
INFORMATION. EXCLUDE RECORD COMES OF
SOFIWARE, OPERATING INSTRUCTIONS, AND
CONFIGURATION DRAWINGS MAINTAINED BY
NSA.

$SIC 3233
Destroy when equipment is removed horn aircraft.

-ACE CARRY-ON SYSTEMS

Apply diapoaition under SSIC 3232.

j3SIC 3234

$UBMARINE SuP PORT OPERATIONS

RECORDS RELATING TO SUBMARINE
CRYPTOLOGIC DEPLOYMENT, TASIUNG AND
OPERATIONS. INCLUDE CRYPTOLOGIC LOIS
AND POST DEPLOYMENT REPORTS.

Permanent. ‘Ihnafer to NARA in accordance with
SSIC 3200.1.

13S1C3235

~MARINE SYSTEMS

RECORDS RELATING TO SUBMARINE SPECIFIC
CRYPTOLOGIC EQUIPMENT/SYSTEM
INFORMATION. INCLUDES CARRY-ON
EQUIPMENT. EXCLUDE RECORD COPIES OF
SOFIWARE OPERATING INSTRUCTIONS AND
CONFIGURATION DRAWINGS MAINTAINED BY
NSA.

Destroy when systemhquipment is removed from
ship.

AIRBORNE DIRECT SUP PORT OPERATIONS

CRYPTOLOGIC SHORE SUP PORT ACTMTIE~

RECORDS RELATING TO OPERATIONAL
INFORMATION PERTAINING TO CENTRAL
SECURITY SERVICE AC1’IVITIES (CSSA’S)
WORLDWIDE.

1. COMNAVSECGRU LIAISON TO CSS FILES.
Primary program records relating to CSS tiles. Primary
WWSIU records reIating to NSG as Naval Element
Commander. Includes Navy comments on directives,
policy matters, operations and technical support.

Permanent. Transfer to NARA in accordance with
SSIC 3200.

2. POLICY DIRECTIVES, PROCEDURAL
INSTRUCTIONS, AND TECHNICAL SUPPORT
DIRECTIVES.

Destroy when cancelled or superseded.

SsKwM

SHORE SYSTEMS

RECORDS RELATING TO CRYPTOLOGIC SHORE-
BASED SYSTEMS. EXCLUDE RECORD COPIES OF
SOFIWARE, OPERATING INSTRUCTIONS, AND
CONFIGURATION DRAWINGS MAINTAINED BY
CSSIIWA.
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Destroy when no longer required.

~

ELE(XR ONIC wARFARE SUPPORT

1. CONCEPTUAL AND POLICY RECORDS
MAINTAINED BY COMNAVSECGRUCOM AND
COMSPAWAR.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. IMPLEMENTING Directives AND
INSTRUCTIONS ISSUED OR MAINTAINED BY
SUBORDINATE COMMANDS.

Destroy when cancelled or superseded.

~

TECHNICAL GUIDANCE UNIT (I’GU) OPERATIONS
@ND EOUIPMEIW)

RECORDS RELATING TO ALL TGU OPERATIONS
AND EQUIPMENT. INCLUDE OPERATING,
MAINTENANCE, AND INSTALLATION
INSTRUCTIONS PERTAINING TO BEACONRY,
SPECIFIC FREQUENCIES USED AND OTHER
ACTIVE EW DEVICES.

Destroy when cancelled or superseded or when 2
years old, whichever is later.

~

SIGNAL CHARACTERISTICS IDENTIFICATION

SMYEEMS

PUBLICATIONS/INSTRUCTIONS LISTING THE
SIGNAL CHARACTERISTICS OF FRIENDLY AND
HOSTILE RADARS ANO OTHER
ELECTRONIC/ELECTROMAGNETIC EQUIPMINW.

Destroy when cancelled or superseded.

~o

ELECTROMC INTELLIGENCE (ELIN’Q
OPERATIONS

1. CONCEPTUAL AND POLICY PAPERS RELATING
TO NAVY AND MARINE CORPS ELINT
OPERATIONS MAINTAINED BY
COMNAVSECGRUCOM AND COMSPAWAR.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. ELINT OPERATING INSTRUCTION AND
PROCEDURES PROVIDED TO OPERATING FORCE
UNITs.

Destroy when cancelled and superseded.

~

ELINT COLLECTI ON SYSTEMS

OPERATING AND MAINTENANCE INSTRUCTIONS
FOR ELINT-RELATED HARDWARE ITEMS.

Destroy when cancelled or superseded.

SSIC 3252

ELINT SYSTEMS PROCESSING AND REPORTING

RECORDS RELATING TO ELINT PROCESSING,
REPORTING, DISSEMINATION, AND EVALUATION.
JNCLUDE PARAMETRIC DATA.

ktrOywhen2 y- old.

SSIC 3253

ELINT SYSTEMS DATA BASE

NAVY INPUT TO, AND EXTRACTS FROM, THE
DATA BASE. DATA BASE IS MAINTAINED BY NSA.

Destroy when no longer required.

SSIC 3254

ELINT TECHNICAL SUPPORT

RECORDS RELATING TO REPAIR SERVICES AND
SPECIALIZED TRAINING PROVIDED TO FLEET
UNITS WITH ELINT MISSION CAPABILITIES.

Destroy when 3 years old.

~

SIGNALS SECURITY (SIGSEC) - GENERAL

POLICY, PROCEDURAL, AND CONCEPTUAL
RECORDS MAINTAINED BY COMNAVSECGRUCOM
THAT RELATE TO DON POLICY FOR SECURITY
OF ELECTRONIC EMISSIONS.
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SSIC 3200.1.

~

j31GSEC AFLOAT OPERATIONS

RECORDS RELATING TO SIGSEC OPERATIONS
AFLOAT. INCLUDED ARE OPERATING
INSTRUCTIONS, ROUTINE INSPECTIONS
RECORDS, AND SPECIFIC AND GENERAL
TACTICAL APPLICATION PROGRAM GUIDANCE.

-Oy wkl 3 y= old.

~

SIGSEC LAND BASED SYSTEMS

RECORDS RELATING TO SIGSEC OPERATIONS AT
FIELD SITES.

DeStrOJ’when3 y- old.

~

$lGSEC TACTICAL APPLICATION PROGRAMJ

Apply disposition guidelines under SSIC 3261.

SSIC 3264

COMSECTELEPHONE MONITORING (TI3LMON)
PROGRAM

LOGS, REPORTS AND OTHER RELATED RECORDS
THAT DOCUMENT MONITORING OF TELEPHONE
LINES TO DETERMINE VULNERABILITIES IN
COMSEC SYSTEMS AND PROCEDURES.

Destroy when 3 years old.

~6

COMSEC TRAINING PROGRAMS

RECORDS RELATLNG TO COMSEC TRAIIWNG.

Retire records under appropriate subsection of SSIC
1500 of this instruction.

~7

COMSEC ADVICE AND ASSISTANCE PROGRAM
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REPORTS OF ‘r13CmCW ASSISTArWX3 VISITS
CONDWH’ED BY COMNAVSECGRUCOM.

Destroy upon completion of next visitorwhen 3
years old, whichever is sooner.

~

COMSEC BRIEFING AND FILMS

1. FILMS PRODUCED AND BRIEFINGS
CONDUCTED BY COMNAVSECGRUCOM THAT
RELATE TO NAVY’S COMSEC PROGRAki.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. BRIEFINGS CONDUCTED BY SUBORDINATE
UNITS AND OPERATIONAL COMMANDERS.

Destroy when no longer required.

~SIC 3270

HIGH FREOUENCY DIRECTION ~wG (HFD~
OPERATIONS

1. CONCEPTUAL, PLANNING AND POLICY
RECORDS CONCERNING NAVY HFDF OPERATIONS
ISSUED BY COMNAVSECGRUCOM.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. PROCEDURES AND OPERATING INSTRUCTIONS
FOR NARROW BAND (NB) AND WIDE BAND ~)
HFDF OPERATIONS CONDUCTED AT FIELD SITES.

Destroy when cancelled or superseded.

3. LOG SHEETS, FREQUENCY ASSIGNMENTS,
TRACKING/PLOT SHEETS AND SIMILAR RECORDS
MAINTAINED AT FIELD SITES.

kStrOywhen 2 yt!llrs old.

~

NB HFDF OPERATIONS

Apply disposition under SSIC 3270.

SSIC 3272

WB ACO/HFDF OPERATIONS
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Apply disposition under SSIC 3270.

$IC 3280

ADVANCED CR~OLOGIC SYSTEM~
DEVELOPMENT (R&D]

RIW&E RECORDS FOR CRYPTOLOGIC SYSTEMS
ARE HIGHLY Classified AND REQUfRE
SPECIALIZED HANDLING PROCEDURES AND
STORAGE CONDITIONS. CRYPTOLOGIC SYSTEMS
RDT&E RECORDS SHOULD ~ BE RETIRED
UNDER SSIC 3900 AUTHOIUTIES.

1. PROJECT CASE FILES. As defined under SSIC
3900.5 of this instruction.

Permanent. Transfer to NARA in accordance with
SSIC 3200.1.

2. PROGRAM MANAGERS CASE FILES. As defined
under SSIC 3900.6 of this instruction.

Retire to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 SavageRoad, Suite
6585 Fort George G. Meade, MD 20755 when system
becomes operational or when project is terminated.
Destroy when 10 years old.

3. TECHNfCAL LABORATORY WORKfNG PAPERS.
As defined under SSIC 3900.11 of this instruction.

4.

Retire to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 Savage Road,
Suite 6585, Fort George G. Meade, MD 20755 upon
termination of the project. Destroy when 5 years
old.

OPERATIONAL TEST AND EVALUATION
PROJI!XX CASE FILE. File maintained by Operational
Test and Evaluation Force (OPTEVFOR) as defined
under SSIC 3980.2.

Permanent. Trmsfer to NARA in accordance with
SSIC 3200.1.

S. TEST DATA. fnterim and final reports, working
papers, and testing data developed during developmental
testing and production acceptance test and evaluation.
Include unevaluated data collected during operational
testing and evaluation.

Retire to Commander, Naval Security Group
Activity, Attn: N14-Archives, 9800 Savage Raod,
Suite 6S85, Fort George G. Meade, MD 20755 upon

completion of testing. Destroy when 5 years old.

~lc 3300-3 499

WARFARE PROCEDURES RECOR~

~SIC 3300

GENERAL WARFARE PROCEDURES RECORDS

1. PRIMARY PROGRAM NAVAL WARFARE
RECORDS. Files concern centralized coordination of

planning md requirements for fleet readineas,
modernisation, and force levels associated with the
conduct of tactical warfare by general purpose naval
forces; reaponsibilitiea for assessment, integration, and
coordination of tactical warfare programs at the battle
and amphibious force level; for general tactical
development and training; and for special management of
selected programs. Records are maintained by DCNO
(Waources, Warfare Requirements& Assessments) (N8).

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE FILES. Routine
internal correspondence, background papers, working
papers, and reference material.

Destroy when 3 years old.

~

EMERGENCY ACTION RECORDS

1. PRIMARY PROGRAM FILES. Poiic.ies and
procedures used for initiating emergency action for
shipping control and instructions for neutral vessels
entering U.S. waters.

Permanent. Retire to WNRC +wn 4 years old.
Trankfer to NARA when 25 years old.

SSIC 3302

NAVY SPECIAL WARFARE OPERATIONS RECORDS

1. PRfMARY PROGRAM FILES. Files documenting
the development and direction of special warfare-related
progrm as coordinated by the OPNAV principal
Officials or their component offices and divisions; and
systems commands managing programs.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.
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2. GENERAL FILES. Routine internal memorandums
and correspondence, working papers, and background
material.

fk?StrOJ’wh6xI 4 JWUS old.

EVASION AND ESCAPE RECORDS

1. PRIMARY PROGRAM RECORDS.
Correspondence, staff papers, reports, and similar
documents relating to departmental policy and specific
techniques for evading capture by hostile forces and, if
con6ned, tecbniquea and procedures for escape. Include
documentation concerning the training of operating force
persomel. Records are maintained by SECNAV, CNO,
and CMC,

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old.

2. GENERAL FILES. Routine internal correspondence
and memorandums.

Destroy when 4 years old.

SSIC 3310

AERIAL RECORDS

RECORDS CREATED AND MAINTAINED UNDER
SSIC 3311 (TACTICAL AIR RECORDS), SSIC 3312
(ANTISUBMARINE RECORDS), SSIC 3213 (PATROL
RECORDS), SSIC 3314 (HELICOPTER RECORDS),
SSIC 3315 (RECONNAISSANCE RECORDS), AND
SSIC 3116 (AIRBORNE ELECTRONIC
COUNTERMEASURES RECORDS) SHOULD BE
RETIRED TO WNRC UNDER SSIC 3310.

1. PRIMARY PROGRAM RECORDS. Files pertaining
to the preparation of plans, tactical doctrine, and the
definition of the requirements to provide for naval
aviation forces (iicluding the Naval Air Reserve) and
their logistic support. They include files on the
preparation of budgets and their sponsorship and
coordination with pertinent offices to provide for
integration into the overaU Navy Program Planning
System. Records are maintained by the DCNO
(Resources, Warfare Requirements, and Assessments)
(N8),

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

2. R&D CASE FILES FOR AVIATION-RELATED
EQUIPMENT MAINTAINED BY PROGRAM
MANAGERS.

Retire records under SSIC 3900.6 of this instruction.

3. GENERAL CORRESPONDENCE. Internal
correspondence, working papers, informal staff studies,
and reference files.

Destroy when 3 years old.

fif31C3320

AIR DEFENSE RECORDS

1. PRIMARY PROGRAM RECORDS. Files related to
the determining of requirements, assedng the readiness
and training, and planning for the defense of U.S. forces
against hostile air attack. Records are maintained by the
DCNO (N8).

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE FILES. Internal
correspondence, working papers, informal staff studies,
and reference files.

Destroy when 3 years old.

SwJW

SURFACE RECORDS

1. PRIMARY PROGRAM RECORDS. F&a that
concern planning, and requirements for fleet readiness,
modernization, and force levels associated with the
conduct of tactical warfare by surface force units.
Records are maintained by the DCNO (N8).

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

2. PROGRAM MANAGERS R&D CASE FILES FOR
SHIP EQUIPMENT AND SHIPMOUNTED ORDNANCE
EQUIPME~.

Retire records under SSIC 3900.6 of this instruction.

3. GENERAL CORRESPONDENCE FILES, Routine
internal corrqxmdence, working papers, informal staff
studies, and reference files.

Destroy when 3 years old.
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f$src 3340

AMPHIBIOUSRECORDS

1. Amphibious BASES RECORDS

a. Genera 1 Correspondence Files of the Commanding
~cer and Of the Liaiso n and Logistic Office. Files
related to the overall function and execution of the
mission and program.

Retire records under SSIC 3000,5a,

b. Genera Corresoo dence1 Files of Derum-bents,
. . .

h’lSIOllS. and OfiiC.eSOfn’Amphibious BaM& Files related
to their office or division fimctions and essentially
duplicated in the commanding officer’s file covered in
SSIC 3340, para. la. Files include reports made to
higher authority and not specifically authorized elsewhere
in this paragraph for other disposal.

Destroy when 2 years old.

c. Enaineerina and ReDair Officer’s Rwords. Files
related to maintenance and repair work on vessels and
crafts.

fh?StrOywbeO 4 yesrs old.

d. LORSof Incoming and Outgoim Craft

kirOy when 1 yeiU old.

e. TuR Files of the Operations Dtmartment. Files
comprise repair and other data relating to district tug
craft assigned to the base.

Return to tug when the tug leaves base cognizance.

f. Boat Assimunent Records. FM show issuance of
boats to n@or craft for shipboard operation use.

Destroy 6 months after boat is returned.

g. Autho risation for Release of Boats fkom the
Anmbibious Base.

Destroy when 1 year old.

h. ~. Cards or other similar records
showing status of boats under the cognizance of the
W@ibIOUS base.

Destroy when disposal action on craft is completed or
craft leaves the amphibious base, whichever is

earlier.

i. Boat Engineering and Rem Survev Reoort&

-Oy when 1 y= old.

j. Work and Job Orde r Fi@.

fk3trOy wbl 3 yeSrS old.

k. Availability Lists. File9 show overhaul schedules
for craft and daily shop work records.

Destroy when 1 year old.

1. sbOD Fik%L Files related to jobs assigned and
completed and to the administration of the shop including
job jackets.

fkStrOy W%IM 2 y- old.

SSIC 3350-3359

SUBMARfNE MfSSIONS RECORDS

THE RECORDS IN THIS (3350-3359) SERfES RELATE
TO SUBMARfNE MISSIONS RECORDS AND
fNCLUDE APPROACH AND A’ITACK PROCEDURES,
TACTICAL WEAPONS EMPLOYMENT, SEARCH
PROCEDURES, TRACKING PROCEDURES,
TACTICAL SECURfTY, ACOUSTIC SENSOR
EMPLOYMENT, ELECTRONICS/OYf’fC SENSOR,
COORDINATION, AND SPECIAL Operations
RECORDS,

SSKxm

SUB MARINE MfSSIONS RECORDS

1. PRIMARY PROGRAM RECORDS. Files relating to
rqdmments and readiness assessment for submarine
missions including approach and attack procedures,
tactical weapons employment, search procedures,
tracking, acoustic sensor employment, and special
operations.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. SUBMARINE PATROL REPORTS FORWARDED
VfA THE CHAfN OF COMMAND TO OPNAV.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.
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3. GENEIML CORRESPONDENCE FILES. Files
pertain to submarine missions and include copies of
submarine patrols not covered in SSIC 3350, para. 1.

Destroy when 2 years old.

~IC 3360-3369

SUBMARINE RECORDS

THE RECORDS IN THIS (3360-3369) SERIES RELATE
TO ANTISUBMARINE RECORDS AND INCLUDE
SURFACE ASW, AIR ASW, SUBSURFACE ASW, AND
NON-ACOUSIIC ASW RECORDS.

Smaf!!!

ANTISUB MARLNE RECORDS

1. PRIMARY PROGRAM FILES. Files document
plans, policy md programs.

Permanent. Retire to WNRC when 4 years old.
Trmsfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE, RECORDS AND
REPORTS.

-OY when 2 years old.

~

SW CEA ANTISUBMARINE WARFARE (AS~

1. SURFACE ASW RECORDS AND FILES. Records
and files documenting the development and direction of
specific Surface ASW-related programs as coordinated by
DCNO (N8), platform sponsors and by cognizaut SYSteJUS
Cimumands.

a. Primarv Woaram Records.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

b. General Correspondence Records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

MiK?i!Q

AIR ANTISUB MARINE WARFARE (AS~

1. AIR ASW RECORDS AND FILES. Records and files

documenting the development and direction of specific
Air AsW-related programs as coordinated by DCNO
(N8), platform SpOIISOrSand by co@iaant Systems
commands.

a. Rimary Protuam Records.

Permanent. Retire to WNRC when 4 years old.
‘lhnafer to NARA when 25 yeSrS Old.

b. General Corres oondence Records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 3363

SURFACE ANTI~m

1. SUBSURFACE ASW RECORDS AND FILES.
Records and files documenting the development and
direction of specific Subsurface ASW-related programs as
coordinated by DCNO (N8), platform spowrs ~d by
cognizant systems commands.

a. Primarv Proaram Records,

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

b. General Correspondence Record&

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 3364

NON-ACOUSTIC ANTISUBMARINE WARFARE

l&Yi!)

1. NON-ACOUSTIC ASW RECORDS AND FILES.
Records and files documenting the development and
direction of specific non-acoustic ASW-related programs
as coordinated by HO N3), pktfo~ SPOUSCWS-d by
cogniaant Systems Commands.

a. IMmarv Program Records.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 years old.

b, General Correspondence Records.

Destroy wheu 2 years old or no longer needed for
reference, whichever is earlier.
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~o Transfer with reinstalled equipments.

(SEA AND LAND) RECOR~ b. All other Recor@

1. PRIMARY PROGRAM RECORDS. Files relating to Destroy when superseded, transferred to other
requirements, and assessment of readiness of tactical
mine warfare.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 25 y- old.

2. MINING OPERATIONS REPORTS COPIES. Files
accumulated by the operating forces or other actions
relating to actual mining operations or to potential
implemmtatioss of a mining operation. (Exctude fleet
command and Navy Department copies covered in SSIC
3100.)

Destroy when 2 years old or after reports are
duplicated in files of higher authorities, whichever is
later.

SSIC 33s0

HARBOR DEFENSE RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
consist of external communications related to warfare
techniques.

DeStrOywbess 5 y- old.

2. INTERNAL CORRESPONDENCE FILES. Files
related to routine unit administration and general files.

hS@Oy wbesl 2 y- old.

SSIC 3390

GUI DED MISSILE INSTALLATION DEFENSE
RECORD$

1. ACTIVITIES COPIES OF GUIDED MISSILE
REPORTS SUBMITTED TO CNO.

Destroy tien 1 year old.

2, RECORDS, DRAWINGS, PLANS, TECHNICAL
MANUALS, ORDNANCE ALTERATIONS, FIELD
CHANGES, MAINTENANCE RECORDS, ETC. Files
related to individual ship modifications, and
improvements.

a. Mste m Peculiar Records such as Field
Change/ORDALT. etc.

control, or equipment dispwdhcrapping is carried
out .

~SIC 3400-3403

GENERAL NUCLEAR, BIOLOGICAL AND
CHEMICAL WARFARE RECORDS

NUCLEAR RECORDS

1. PRIMARY PROGRAM RECORDS. Records
implement the responsibilities of tbe DCNO (Plans,
Policy, and Operations) (N3/NS) with regard to strategic
and theater nuclear warfare; planning and policy
thnctions for SECNAV and CNO in matters relsting to
strategic and theater nuclear warfare, including nuclear-
capable forces; development of concepts, requirements,
objectives and doctrines for nuclear weapons systesns and
authoritative planning guidance on such matters;
coordination of the development of planning within the
strategic and theater nuclear warfare task areas and
warfare task sponsors for strategic nuclear forces;
development of Navy positions on alt matters concerning
strategic arms limitations and other nuclear warfare
related negotiations, inchsding strategic ~ provisions
for the analytic basis for the appraisal of existing,
programmed, and potential nuclear weapons systems as
to their effectiveness, capabilities, employment, and
application; and assexsm ent, in cooperation with other
warfare and program sponsors, of the ability of naval
forces to fhlfitt missions in a nuclear war.

Permanent. Transfer to NARA when 20 years OISL

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

Destroy when no longer needed.

SSIC 3402

BIOLOGICAL RECORDS

1. RECORDS ADDRESS ADEQUACY OF ASSIGNED
WARFARE PROGRAMS WITH REGARD TO
ASSOCIATED BIOLOGICAL WARFARE
REQUIREMENTS (CREATED AT HEADQUARTERS
LEVEL).
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Permanent. Retire to WNRC when 4 years old.
Transfer tONARA when 20 y&ll%old.

2. GENERAL CORRESPONDENCE OF A ROUTLNE
INTERNAL NATURE.

Destroy when 3 years old.

~3

gHmHcAL RECORDS

1. RECORDS ADDRESSING THE ADEQUACY OF
ASSIGNED WARFARE PROGRAMS WITH REGARD
TO ASSOCIATED CHEMICAL WARFARE
REQUIREMENTS (CREATED AT HEADQUARTERS
LEVELS).

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 yf?liI%old.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

Destroy when 3 years old.

ssKMM!

PSYCHOLOGICAL RECORDS

1. PSYCHOLOGICAL OPERATIONS (PSYOP)
SYSTEMS ACQUISITION RECORDS. Files document
operations originated by CNO, fleet commanders in
chief, and a commander of a systems command.

a. Orkinals.

Retire to WNRC 3 years afler the initial operational
concept (IOC). Destroy when 10 years old.

b. Other coniq.

Destroy when no longer needed.

2. PSYOP POLICY CORRESPONDENCE PRIMARY
PROGRAM RECORDS. Files document pk, policies,
and operations originated by CNO, fleet commanders in
chief, and a comman der of a systems command.

a. &i@M!s.

Permanent. Forward to WNRC 1 year after policy is
superseded. Offer to NARA when 20 years old.

b. other CODkS.

Destroy when no longer needed.

3. GENERAL CORRESPONDENCE FILES. Files
related to the routine adminktration of PSYOP matters.

Destroy when 1 year old.

SSIC 3420

CAMOUFLAGE RECORDS

Apply SSIC 3490.

SSKL3!m

DIMOUT AND BLACKOUT RECORDS

Apply SSIC 3490.
$SIC 3430

ELECTRONIC WARFARE RECORDS

1. ELECTRONIC WARFARE RECORDS. files
document all matters pertaining to plans, policies,
programs, and training in the area of electronic warfare
originated by CNO.

a. Primary I%ogram Records.

Permanent. Retire to WNRC when 5 years old or
files become inactive, whichever is earlier. Transfer
to NARA when 25 Y&USold.

b. General CorreSmndence Records.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 3440-3449

DISASTER CONTROL RECORDS

THE RECORDS IN THIS (3440-3449) SERIES RELATE
TO NAVY DISASTER CONTROL MATI’ERS.
SPECIFICALLY, THEY ADDRESS NUCLEAR,
BIOLOGICAL, AND CHEMICAL DISASTER
PREPAREDNESS PLANNING AND PROCEDURES AS
THEY PERTAIN TO BOTH THE CIVIL AND
MILITARY COMMUNITIES IN PEACETIME OR
WARFARE ENVIRONMENTS. IN ADDITION, THE
RECORDS CONTAIN INFORMATION REGAIUHNG
PLANNING AND PROCEDURAL FUNCTIONS AND
INTERFACE WITH OTHER SERVICES AND
AGENCIES OF THE FEDERAL GOVERNMENT THAT
ARE ESSENTIAL IN PROVIDING MILITARY

HI-3-39



SECNAVINST 5212.5D
22 April 199S

ASSISTANCE TO LOCAL OR STATE
GOVERNMENTS IN THEIR RESPONSE TO A
NATURAL DISASTER CAUSED BY AN ACT OF GOD
(I.E., EARTHQUAKE, FLOOD, ETC.)

SSKJ&MQ

DIS&S1’ER CONTROL RECORDS

1. PRIMARY PROGRAM RECORDS.

a. CNO Mk. files document the establishment,
development, and implementation of policies, plans, and
programs for Navy disaster preparedness. Exclude
Emergency Planning records retired under SSIC 3005.1.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

b, Disaster Prenaredn= Orlmnizatl“onand Activity
~. Files document the organizational establishment,
history md the development of plans, special programs,
studies, or prqjects that deal with disaster preparedness

Retire to FRC where 4 years old. Destroy when 10
yeSrS old.

2. GENERAL CORRESPONDENCE FILES. Files of
disaster preparedness fhnctions involving nuclear
materials or biological or chemical substances and
natural disasters. (Exclude records covered in SSIC
3440, para. 1.)

Destroy when 2 years old.

3. DISASTER PREPAREDNESS (NUCLEAR,
BIOLOGICAL, CHEMICAL AND ACT OF GOD)
INSTRUCTIONS.

Destroy when cancelled or superseded.

4. DISASTER PREPAREDNESS ASSISTANCE
REPORTS, CLAIMS AND EXPENDITURE REPORTS.
Copies of reports forwarded to CNO and not covered
elsewhere in this chapter.

DeStrOYwhen 5 Y-S old.

!X5K3@J

SHIPPING CONTROL RECORDS

1. POLICY FILES. IWes designed to discharge planning
and coordinating responsibilities for the control of
merchant shipping, including the review of ptans for the

U.S. Naval Control of shipping Organization and the
maintenance of publications ptainhg to naval control of
shipping. (See also SSIC 3170.)

Permanent. Retire to FRC when 4 years old.
Transfer to NARA when 25 years old.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

h?StrOJ’when 2 y- old.

$X31C3460-3469

CAPTURED PERSONNEL, MATERIAL, AND
Doc UMENTS RECORDS

THE RECORDS IN THIS (3460-3469) SERIES RELATE
TO CAPTURED PERSONNEL, MATERIAL, AND
DOCUMENTS RECORDS AND INCLUDES
PRISONERS OF WAR AND DEFECTORS RECORDS.

Si$K&l@

CAPTURED PERSONNEL, MATERIAL, AND
DOCUMENTS RECORDS

1. CAPTURED DOCUMENTS. Documents captured or
confiscated during periods of armed conflict. Included
are records of foreign governments, military, or private
institutions.

Permanent. Transfer to NARA after intelligence
evaluation or 25 years after cessation of hostilities,
whichever is later. Exclude material returned to
originator by competent authority.

2. RECORDS OF CAPTURE D MATERIAL. Case files
relating to military weapons, strategic supplies, or any
other items of value captured from the enemy during
periods of armed conflict. Files contain a complete
description of the property seized or captured, reports of
operations or engagements attendant to the capture,
photographs of the captured property, reports of
technical analysis and/or intelligence exploitation of the
material, and documentation of the ultimate disposition
of the captured materiaL

Permanent. ‘IYansfer to NARA 5 years after tlnal
disposition of property or when 20 years old,
whichever is later.

3. PRISONER OF WAR (PW) AND CMLL4N
INTERNEE (CI)/DETAINEE RECORIAS. Includes
records relating to enemy military persomel and civilians
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captured or internedby, or in the custody of U.S.
Forces.

a. Adndnistration of Navy and Marine Coros
Detention Facilities ~tl~. Records include Departmental
policy directives, Conunand implementing instructions,
facility routine, mlea of conduct for detainee, and similar
records.

Retire to neareat FRC *en facility diseatablisbed.
hStrOY when 30 yelUS old.

b. PW/CI Roster L* and Stremztb Records. Roster
Iiats identifying PW’S and Cl’s assigned and attached to
Navy or Marine Corps detention faalities md
documentation concerning personnel gains or losses to
population.

Permanent. Retire to WNRC when faality is
disestablished. Transfer to NARA when 20 years
old.

c. Pw/cl Detentl“on Facilitv ~ . A watch-to-watch
chronological account of significant events of the facility.
Included are pw/C1 complaints, incidents, deaths,
injuries, investigations and final action taken on PW/CI
complaiit% inspection visits, escapes, and attempted
escapes.

Permanent. Retire to WNRC when facility is
disestablished. Transfer to NARA when 20 years
old.

d. Individ ual PW/CI Jacket$. Individual personnel
jackets maintained by detaining authority on enemy PW’S
and CI’S. Record includes qUi2@iOMi3h%
correspondence, clinical records, records of impounded
personal effects and currency, and reports of injury,
escape, apprehension, death and punishments.

Retire to WNRC when detention facility is
disestablished. Destroy when 50 years old.

&IC 3461

PRISONERS OF WAR (POW) REcoms

1. INDMDUAL U.S. PRISONER OF WAR JACKETS.
F& includes reports of capture and interment received
from foreign power; reports of injury, death, escape,
apprehension and location; official change of status
reports, e.g., from MIA to POW intelligence rem
and inspection reports received fkom the International
Committee of the Red Cross or other neutral agency.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

2, STATUS INQUIRY FILES. Letters and other forms
of communications reque-sting information on the status
of U.S. POWs and MIAs received &om next of kin,
Government agencies, Protecting Powers, and the
International Committee of the Red Cross.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

3. POW/MIA INTELLIGENCE FILES. Reports and
other documents relating to or containing information
about personnel designated as Missing In Action or
recovered fkom hostile control. Included are intelligence
and counterintelligence debriefings.

Permanent. Retire to WNRC when 5 years old,
Transfer to NARA when 30 years old.

Ss!Q4zQ

COLD WEATHER RECORDS

1. SPECIAL EQUIPMENT OPERATING
PROCEDURES FOR USE IN ARCTIC/COLD
WEATHER OPERATING AREAS. Records consist of
Navy md manufacturers manuals, fieId change kits,
buUetins, cold weather alert notices, and similar material.

Destroy when cancelkd or superseded.

2. pl?OTECTIVE CLOTHING RECORDS. Lo@,
ledgers, receipts, and similar records relating to the issue
of foul weather or wet weather protective clothing to
shipboard personnel.

Destroy when 1 year old.

gwlc 34s0

COMBAT AND ACTION REPORTS RECORDS

1. NAVY UNITS COMBAT AND ACTION REPORTS.
Narrative accounts and other files accumulated by
operating forces or other activities relating to actual
combat or alerts or to potential combat-type situations.

. “-nl CoOnm a mbat and~ and
Su:oortinll Documentation.

Transfer to the DNH (N09BH) upon completion of all
required operational reporta.
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b. original Combat and Action Reoorts and

l%D~* “ R Documentation Maintained bv the DNH.

Permanent. NHC transfer to NARA when 50 years
old.

c. Final Combat and Action Reoort Mam“ tained by
Fleet comma riders.

Incorporate into Flag Files and retire as a Permanent
record under SSIC 3100.1 of this instmction.

2. MARINE CORPS ACFION/AIWER
ACTfON/COMBAT AIWER ACTfON REPORTS.
Reports prepared by Marine Corps organizations and
others at the direction of higher authority and which
enumerate events, participants, casualties, and other
specified data concerning a particular combat operation.

Perman ent. Transfer to CMC (HD) when 1 year old.

CMC (lID) transfer to NARA when 30 yellrs old.

3. MARINE CORPS UNITs COMMAND
CHRONOLOGIES. Activity reports submitted by
Regular and Reserve units that document the
adminhtrative and operational experiences of the activity
on a continuing basis. Included are missions and tasks
assigned, status of readines of the command, its goals,
accomplishments, significant programs, and similar
records.

a. Orirnnatiniz Unit.

Forward to the Director of Marine Corps History
and Museums - CMC (HD) in accordance with the
current edition of MCO P5750.1.

b. comma nd chronologies in the custodv of tbe
Director of Marine Corns Histories and Museums.

Permanent. CMC @ID) transfer to NARA when 20
years old. Siificant entries may be copied for
inclusion in the Marine Corps Commsn d Historical
summary F& (SSIC 5757.2 of this instruction).

4. MARINE CORPS SPECIAL REPORTS. Reporta
documenting missions of mercy, Marine Corps
participation in state ceremonies, unusual employment of
Marines, and unusual incidents during major operations.

Permanent. Forward to the Director of Marine
Corps lfistory and Museums CMC (HI)) when 1 year

old. CMC (HD) transfer to NARA when 30 years
old.

5. WAR DIMUES. Special narrative accounts prepared
at the direction of Fleet Commanders by Navy afloat
units engaged in prolonged periods of combat operations.
War Diaries are narrative accounts in cbronologicnl
order of the unit’s day-today operations including major
cbangea in disposition of the unit and important changes
in formation md composition of the unit and the purpose
of these changes together with enemy contacts and brief
mention of operations of other units as they contribute to
a clear account of those of the reporting unit.
Information contained in Combat and Action Reports
should be incorporated by reference. Include summaq
of significant command changes and admkdstrative
developments as well as reporting ordnance expemded in
action, in training, or by destruction.

Permanent. Forward via Fleet Comman der to DNH
N09BH. N09BH transfer to NARA when 50 years
old.

6. ORIGINATOR AND INFORMATION COPfES OF
WARFARE REPORTS. Reports submitted to higher
autborit y as prescribed in chapter 1 of NWfP 10-1.

Destroy when 2 years old.

7. MARINE CORPS PEACETIME EXERCISE
REPORTS. Records consist of final reports and
documents used in ptanning, conducting and evaluating
major Marine Corps peacetime exercises.

Forward to Director of Marine Corps History and
Museums CMC (HD). CMC (HO destroy when no
longer required.

Sw.WQ

COVER ‘AND DECEPTION RECORDS

1. DECEPTION POLICY AND OPERATIONS
DIRECTWES AND PLANS.

a. Mrectives and Plans issued bv 3rd Echelon aml
above O~rating Force Command s.

Permanent. Originator forward one copy to CNO
(NO under tight control (TICON) procedures when
superseded, cancetled, or no longer required. N6
will retsin on board md transfer to NARA when 50
yeSrS old.

b. Directives and Plans issued bv 4th Echelon and

subordinate commands.
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Retain on board. Destroy when cancelled,
superseded or no longer required.

2. DECEPTION TACTICAL DEVELOPMENT AND
EVALUATION. Records consist of studies, reports, risk
and threat analysis documents, and pilot project
evaluations.

Retire to WNRC 2 years after tactics and techniques
are incorporated into Naval Warfare publications.
k3trOy when 10 y~ old.

3. UNIT AND PERSONNEL TRAINING FOR
TACTICAL DECEPI’ION, Records consist of training
curricula, texts, and lesson plans originated by CNO,
Fleet Commanders, and Chief of Naval Education and
Training as well as individual training records for tactical
deception techniques.

Destroy 3 years after training is completed.

4. GENERAL CORRESPONDENCE FILES. Files
relating to the routine adminktration of deception
matters.

hStrOywbf302 yeiUS old.

fisrc 35 00-361~

TRAINING AND READINESS RECORDS

SSIC 3500

GENERAL TRAINKNG AND READINESS RECORDS

1, EXERCISE AND WAR GAMES REPORTS.
Operations orders, letters of instructions, post exercise
analysis, interim and final reports.

a. Reco rds of Fleet Level Exercises and War Gamq
Maintained bv the Fleet Tactics 1Library
~AVTACSUPPAC~.

Permanent. Retire to WNRC when 12 years old.
Transfer to NARA when 20 years old.

b. Fleet Level Exercise Records Maintained bv All
Other Activiti~.

Destroy when no longer required.

c. Records of Exercise Scheduled bv Coremands
~ubordmate to the Fleet Command Level.

(1) Records used in support of the Fleet Tactical
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Development and Evaluation (TAC D&E) Program.

Destroy when approved doctrine publication is
issued.

(2) All other copies of exercise records.

Destroy 1 year after completion of exercise.

2. AIR RESERVE READINESS REPORTS. Reports
show units, state of readiness, persomel strength,
qualifications, and aircraft data.

a. $~v Phvsical Readiness Reno m. ~
Report prepared by the Commanding Officer Naval Air
Reserve Force.

Permanent. Retire to FRC Fort Worth when 2 years
old , Transfer to NARA when 20 y- old.

b. Feede r remrta horn units and activitv cotiea of
remrts.

Destroy when 1 year old.

SSIC 3501

~
RECORDS

1. GENERAL CORRESPONDENCE FILES. Reports,
correspondence, studies, and similar records concerning
the operational readiness and capabilities of combat,
combat support, and combat service support units of the
Navy.

ktrOy wkl 2 y- old.

2. OPERATIONAL ~~mSS INSPECTIONS (ORI)
RECORDS. Final reports of operational readiness
inspections.

hStrOy when 3 J’eSrSold.

SSIC 3502

TRAINING PLANS AND REO UIREMENTS RECORDS

1. COMMAND TRAINING PLANS. Individual
command’s training records, include schedules, results of
practice exerases, and reports identifying weaknesses.

Destroy when 2 years old.
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1. NAVY STATUS OF FORCES/CONSOLIDATED
IUSTO RY FILE. System track the employment and
movements of naval units and changes of material and
operational readiness status. The system includes
employment schedules provided by the operational
commanders, movement reports (MOVREPS) of vesels
and other naval unita, Casualty Reports (CASIUN?S),
easemtial data on port visits, and cbangea to the
conditions of readiness under which the units operate.
The system is maintained by the Navy Command Center
in OPNAV.

Permanent. Transfer annually to NARA when 5
y(XlrSold.

2. INPUT DATA TAPES AND PAPER RECORDS.

Destroy when no longer required and after
transactions have been recorded and verified on
Consolidated lEstory File.

3. ON-LINE MASTER FILE.

Destroy after third systems back up.

4. SYSTEMS DOCUMENTATION TO INCLUDE
DESCRIPTION OF DATA ELEMENTS, FILE
LAYOUT, CODE BOOKS, AND OPERATORS AND
USERS MANUALS.

Permanent. Transfer fult documentation with first
transfer of Consolidated History file to NARA.
Transfer any updates to documentation with
subsequent transfers of the Consolidated History File.

SSKXW)4

OPERA’ITONAL REPORTfNG RECORDS

1. UNIT COPIES OF OPERATIONAL REPORTS.
Unit copies of OP-Reps and SITREPS.

Destroy when 6 months old.

~5

SEAMANSHIP RECORDS

1. SEAMANSHIP QUALIFICATIONS RECORDS.
Training syllabus, practical and written test, and similar
training records for individual qualifications relating to
seamanship. Qualifications may include coxswain,
assault boat coxswain, deck watch standees, and similar.

Exclude letters of qualification filed in individual’s
service record.

Destroy when 3 years old.

2. OFFICER OF THE DECK QUALIFICATIONS
RECORDS, Training materials, written and practical
examinations, evaluations of indoctrination watches, and
similar records leading to qualification. Exclude letter of
qualification as Officer of the Deck Underway tiled in
service record and Official Personnel File.

Destroy when 3 years old.

SSIC 3510

TACTICAL DOCTRINE RECORDS

1. NAVY LESSONS LEARNED. Fleet Tactical
Development and Evaluation Program (TAC D&E)
publications of lesson learned from exercises or actual
combat and operating experiences.

a. CODYmaintainedbv the Fleet Tactical Library
~AVTACSUPPA~.

Penqanent, Retire to WNRC when 12 years old.
Transfer to NARA when 20 years old.

b. Distributed cooiea of Navv Lessons Learned.

Destroy when cancelied, superseded, or when 10
years old, whichever is sooner.

2. TACTICAL MEMORANDA (TACMEMOS) AND
TACTICAL NOTICES (TACNOTES). Formal iSSUMCL!S
of the Navy TAC D&E l%gram that relate to informal
testing of tactics or minor variations in tactics not
incorporated into an NWP.

a. CODVmaintained bv the Fleet Tactical Library.

Destroy when 12 years old.

b. Distributed cor)ies.

Destroy when cancelled or superseded.

3. OPERATIONAL TACTICS GUIDES (OTGS).
Tactical Doctrine developed by Commander Operational
Test md Evaluation Force (COMOPTEVFOR) during
operational testing.

a. Master coDv maintainedbv COMOPTEVFOR.
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Permanent. Retire to WNRC when 5 years old.
Transfer to NARA whtm 20 JWUSold.

~Oy when publication has been printed and
distributed.

b. CODVmaintained bv Fleet Tactical Library.

ALLIED TACTIC‘AL PUBLICATIONS RECORDf$

1. ALLIED TACTICAL PUBLICATIONS (All%).
Tactical doctrine publications containing procedure
and/or experimental tactics used by NATO forces in joint
maneuvers and operations. Publications consist of
manuals, training and recognition material, instruction
books, pamphlets, and technical manuals relating to
NATO tiCtiCS.

c. Distrl“bution cooks.

Destroy when canceBed, superseded, or no longer
required.

Swxu

NAVAL WARFARE PUB LICATIONS RECORDS
a. Source File CQRY.Master copy of ATPa.

1. NAVAL WARFARE PUBLICATIONS
(NWPSINWIPS). Warfare publications containing ready
refermce to current tactics, doctrine, and procedures.
Exclude NWP 55 series.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old.

b. CoDv maintained bv the DNH ons oecial
distribution.a. Mm e File coDy. Master copy of NWP’s except

NwP 5s series.
Destroy when no longer required for historical
program use.Permanent. Retire to WNRC when 4 years old.

Transfer to NARA when 30 y- old.
C.CODVmaintain ed in Fleet Tactical Library.

b. Qpv mamtamed by the
. .

DNH on mea “al
Destroy when 12 years old.

Destroy when no longer required for historical
program use.

d. Distribution cor)ies.

Destroy when cancelled or superseded.
c. CODVIWintained in Fleet Tactical Library.

e. Remoducible conies. Original artwork, charts,
graphics, negatives, and other printed material.Destroy when 12 years old.

d. DistrI“bution covie+ Destroy when publication bas been superseded,
declared obsolete, or when no longer needed for
further reproduction, whichever is later.Destroy when cancelled or superseded.

e. ReDroducI“blecoDi~. Original artwork, charts,
graphics, negatives, and other printed material.

2. BACKGROUND MATERIAL. Paper records used in
the preparation, development, review, usage, and
distribution of ATPs. Include copies of letters of
issuance, printing instructions, agenda correspondence,
status reports, cast estimates, and similar records.

DSStrOywhen publication haa been Superseded,
declared obsolete, or when no longer needed for
further reproduction, whichever is later.

Destroy when publication has been printed and
distributed.2. BACKGROUND MATERIAL. Paper records used in

the preparation, development, review, usage, and
distribution of NWPa. Include copies of letters of
issuance, printing instructions, agenda correspondence,
status reporta, coat estimates, and similar records.

jwxc 35 14

INTER TYPE TAC D&E RECORDS

1. SOURCE MATERIAL. Reports, exercise evaluations
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and other records used in the development of Battle
Group level tactica. Tactics deal with the employment of
multiple ships of diverse types together with submarines,
aircraft and other assets. Records are accumulated by
fleetc ommanders in chief.

Destroy *en 2 years old.

~s

jlUIMARINE WARFARE TAC D&E RECORDf$

1. SOURCE MATERIAL. Reporta, tests and
evaluations, md other records used in tbe development of
individual submarines procedures for optimum
employment of personnel, equipment, aud systems to
provide at effective tighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine
Command, and fleti Commander in chiefs (CINCS).

Destroy when 2 years old.

Xl!!XM

fJURFACE WARFARE TAC D&E RECORDS

1. SO~CE MATERIAL. Reports, tests and
evaluations, and other records used in the development of
individual surface ship procedures for optimum
wnployment of peraomel, equipment, md systems to
provide an effective fighting unit. Records are
accumulated by COMOPTEVFOR, Naval Doctrine
Command, and fleet CINCS.

Destroy when 2 years old.

SSIC3517

AIR WARFARE TAC D&E RECORDS

1. SOURCE MATERIAL. Reports, tests and
evaluations, md other records used in the development of
individual aircraft procedures for optimum employment
of persomel, equipment, and systems to provide an
effective fighting unit. Records are accumulated by
COMOPTEVFOR, Naval Doctrine Command, and fleet
CINCS.

DeStrOJ’when 2 YLUUSold.

2. AIR WARFARE PUBLICATIONS. Aircraft tactical
publications (NWP 55 series), Naval Air Training and
Operating Procedures Standardization Program
(NATOPS), NAVAIRSYSCOM Manuals and TAC AIDS.

a. Source ~~ cODY. Master copy of Air Warfare
Publications.

Permanent. Retire to WNRC when 4 years old.
Trmsfer to NARA when 30 years old.

b. fhDVIMInt.
ained bv the DNH on soecial

ution.

Destroy when no longer required for historical
program use.

c. CoDv maintained in Fleet Tacb“cd Library.

tiOy when 12 yt!lirs old.

d. Distribution coties.

Destroy when cancelkxi or superseded.

e. Remoducible conies. Original artwork, charts,
graphics, negatives, and other printed material.

Destroy when publication has been superseded,
declared obsolete, or when no longer needed for
further reproduction, whichever is later.

2. BACKGROUND MATERIAL. Paper records used in
the preparation, development, review, usage, and
distribution of NWPs. Include copies of letters of
issuance, pMting instructions, agenda correspondence,
status reports, coat estimates, and similar records.

Destroy when publication has been printed and
distributed.

~g

EXERCISE DATA COLLECTION RECORDS

1. MESSAGES AND CORRESPONDENCE RELEVANT
TO COLLECTION OF EXERCISE DATA AND ITS
RECONSTRUCTION AND ANALYSIS.

Transfer to -C when 4 years old. Destroy when
10 years old,

SSIC 3519

EXERCISE RECONSTRUCTION RECO~

1. EXERCISE SOURCE DATA, DATA COLLECTION
SHEETS, SUMMARY SHEETS, LOGS AND SIMILAR
EXERCISE REPORTS USED IN RECONSTRUCTION
AND ANALYSIS.
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Transfer to llWl?C when 4 y- old. DeStrOywhen
10 years old.

~o

ELECTRONICS (OTHER THAN NAVIGATIONAL
AIDS) RECORDS

1. FLEET AIRBORNE ELECTRONICS TRAINING
UNITS RECORDS.

a. General Correaoondence (Subject) File%

(1) Files related to the execution and
accomplishment of the activity’s mision and programs.

DeStrOYWh@l5JTZI%old.

(2) IMea related to the routine internal operation
and administration of the unit.

Destroy when 2 years old.

b. Officer Flixht Training Folders. Folders consist of
examination sheets, flight check sheets, and other papers
used in qualifying pilots in the use of specialized
electronic equipment.

Destroy 3 months after information is recorded in
officer jackets (qualification or other) and in pilot log
books.

SMCiM21

RADAR RECORDS

Retire records under SSIC 3520.

SSlQX22

so NAR RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO
SUBMARINE SONAR TRAINING AND READINESS.

ktrOy wherl2 yeZrZold.

~

COMMUNIC ATIONS RECOR~

1. GENERAL CORRESPONDENCE RELATED TO
TRAINING AND READINESS.

Destroy when 2 years old.
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~o

NAVIGATION RECORDS

1. GENERAL CORRESPONDENCE FILES RELATED
TO TRAINING AND READINESS.

a. Shore-Based and Headquarters Activities RMords.

Destroy when 3 years old.

b. Active shim Records.

Destroy when 2 years old.

~

AIDS TO NAVIGATION RECORDfj

1. GENERAL CORRESPONDENCE, INSTRUCTIONS,
AND RELATED RECORDS AT HEADQUm’rf2RS
ACTMTIES.

Transfer to FRC when 2 years old. Destroy when 6
years old.

2. CHARTS, OCEANOGR.W~C OFFICE
PUBLICATIONS, NOTICES TO MARINERS, ETC., AT
SHORE ACTMTIES, ON BOARD SHIPS, AIRCRAFT
SQUADRONS, AND OPERATIONAL STAFFS.

Destroy when obsolete, superseded, or no longer
needed for reference.

SSIC 3540

ENGINEERING RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO
TRAINING AND ~mm03SS OF ENGINEERING.

Destroy when 3 years old.

SSIC 3541

DAMAGE CONIltOL RECORDS

1. RECORDS CREATED AT HEADQUARTERS
LEVEL DIRECTING THE OVERALL NAVY EFFORT
IN SHIP DAMAGE CONTROL READINESS.

Destroy when 3 years old.
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2. GENERAL CORRESPONDENCE PERTAINING TO
TRAINING AND READINESS OF DAMAGE
CONTROL.

1. ORDNANCE DISPOSAL TRAINING GENERAL
CORRESPONDENCE, MESSAGES, ETC.

a. Headauart ers Activities.
Destroy when 3 Yearsold.

Transfer to WNRC when 2 yWlll?old. ~Oy when
5 y- old.*IC 35s0

b. Field and Operational Activities.TRAINING RANGES

Destroy when 3 years old.1. RECORDS RELATING TO THE DESIGN,
DEVELOPMENT, TEST AND EVALUATION,
PRODUCTION AND SUPPORT OF NAVY RANGE
INSTRUMENTATION SYSTEMS.

2. ORDNANCE DISPOSAL TRAINTNG RECORDS,
LOGS, ETC., AT OPERATIONAL ACTMTIES.

htiOy when 3 y- old.

3. GUNNERY TRAINING GENERAL
CORRESPONDENCE, MESSAGES, ETC.

TRAINING RANGE INSTRUME NTATION
a. Headquarters Activities md Fleet and CommaIId

-s.1. CORRESPONDENCE, REPORTS, AND MESSAGES
USED TO SUPPORT FLEET READfNESS AND TEST
AND EVALUATION RANGES. Transfer to nearest FRC when 2 years old. Destroy

when 5 years old.
Destroy when 2 years old.

htiOy when 3 y- old.

4. GUNNERY TRAINJNQ LOGS, RECORDS, ETC.,
ON BOARD SHIPS AND OTHER OPERATIONAL
ACTIVITIES.

1. COMBAT iNFORMATION CENTER LOGS.

Destroy when 3 years old.
Destroy when 3 years old.

2, DEAD RECKONING TRACES (DRT) FOR
ROUTINE OPERATIONS. SSIC 3571

ORDNANCE HANDLING AND DISPOSAL RECORDSDestroy when 3 months old.

MESSAGES, RECORDS AND CORRESPONDENCE
RELATED TO THE OPERATION AND
ADMINISTRATION OF ACTMTIES WHO RECEIVE,
STORE, SEGREGATE, ISSUE AND DISPOSE OF
ORDNANCE AND AMMUNITION lTEMS.

RECOG NITION AND VISUAL IDENTIFICATION
RECORDS

1. GENERAL CORRESPONDENCE PERTAINING TO
TRAINING AND READINESS OF RECOGNITION
AND VISUAL IDENTIFICATION.

DeStrOywhen 3 J’eill%old.

SSIC 3S72
Destroy when 3 years old.

BOMBING RECORDS FOR TRAINING AND
EXERCISE OPERATIONS

ORDNANCE AND GUNNE RY RECORDS Apply SSIC 3570.
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LANDING PARTY AND lNFANTRY RECORDS

1. GENERAL CORRESPONDENCE FILES RELATING
TO TRAINING AND READMSS OF LANDING
PARTIEs AND INFANTRY.

Destroy When 2 years old.

~SIC 3574

$MALL ARMS RECORD!$

1. GENERAL RECORDS RELATING TO THE JOINT
SERVICE SMALL ARMS PROGRAM (JSSAP).

Destroy wbeQ 3 years old.

2. FILES RELATJNG TO THE ROUTINE INTERNAL
OPERATION AND ADMINISTRATION OF THE UNIT.
Records and reports relating to marksmanship training
and readiness with individual small arms to include
copies of awards made to individuals. Exclude copies of
awards filed in individuals official mititary personnel
lib!.

~Oy when 2 y- old.

3. PRACTICE AND TESTING RECORDS. Records
include reorganiaational reports, rifle and pistol line
sbeeta and SCOl@ sheet.%

=Oy when 1 yl?tlrold.

$NIC 3590

co MPETITION AND AWARDS RECORDS

1. RECORD6, INCLUDING REPORTS, RELATING
TO TRAINING AND READINESS COMPE~IONS
AND AWARDS. Files include copies of awards made to
individuals. (Exclude copies filed in individual’s service
records.)

k!i&OyWbE!Bl2 y- old.

MARKSMANSHIP RECORD$

1. MARKSMANSHIP PRACTICE AND TESTING
RECORD6. Files include organisational reports and
rifte, pistol line, and pit score sheets.

SECNAVJN~ 5212.5D
22 April 199S

Destroy when 1 year old.

SMQXZ!

WEAPONS RECORDS

Retire records under SSIC 3590.

MZQ@!l

GUIDED MISSILE (GENERAL) RECO~

1. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

DeStrOyW&II3 ye4U5old.

SSIC 3610-3613

ELECTR ONIC wARFARE REcoRD!i

THE RECORDS IN THIS (3610-3619) SERIES RELATE
TO ELECTRONIC WARFARE RECORDS AND
INCLUDE ELECTRONIC SURVEILLANCE
MEASURES (ESM), ELECTRONIC

COUNTERMEASURES (ECM), AND ELECTRONIC
couNTER/couNmRMEAsuREs (-ECCM)
RECORDS.

f$lY&!m

ELECTRONIC WARFARE RECORIX$

1. PRIMARY PROGRAM FILES. Files docunumt tie
development and direction of electronic warfare policy
and programs as eatablisbed by the Director of Space
and Electronic Warfare (N6) and provide asaiatmce in
tbe evaluation of tbe effectiveness and adequacy of
ptanned electronic warfare capabilities relative to warfare
tasks and specialties.

Permanent. Retire to WNRC when S years old.
‘hn$fef toNARA wkl 25 y- 0~.

2. GENERAL CORRESPONDENCE OF A ROUTINE
INTERNAL NATURE.

Destroy when 5 years old.

S.x4U

ELECTRONIC SURVEILLANCE MEASURES tEShQ

1. ESM RECOIUkS AND FILES. Records and files
document the direction and development of specific ESM-
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related program as coordinated by the Director of Space
and Electronic Warfare (M).

a. Rimarv Rogram Recor@.

Permanent. Retire to WNRC when 5 years old.
‘hnsfer to NARA when 25 yIXWSold.

b. General Corresmn dence Records.

Destroy when 3 years old or ❑ o longer needed for
reference, whichever is earlier.

$SIC 3612

ELECTRONIC COUNTE RMEASURES (ECltQ

1. ECM RECORDS AND FILES. Records and files
document the development and direction of specific
ECM-related program as coordinated by the Director of
Space and Electronic Warfare (NO and Systems
Commands managing the systems.

a. Primarv Roaram Records.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

b. General Corremondence Records.

Destroy when 3 years old or no longer needed for
reference, whichever is eartier.

&l&x&!

ELECTRONIC COUNTE R COUNTERMEASURE s

@!Xh.!l

1. ECCM RECORDS AND FILES. Records and files
document the development and direction of specific
ECCM-related programs as coordinated by the Director
of Space and Electronic Warfare (N6).

a. Rimarv Romam Recor@.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 ytXl%old.

b. General Correaoo ndence Records,

Destroy when 3 years old or no longer needed for
reference, whichever is earlier.

$SIC 3700-3799

FLIGHT/AIR SPACE RECORDS

MIKzQ!l

GENERAL FLIGHT/AIR SPACE RECO~

1. PRIMARY PROGRAM RECORDS OF NAVAL AIR
STATIONS AND Marine Corps Air Stations.

Apply disposition guidelines under SSIC 3000.6s.

2. GENERAL CORRESPONDENCE FILES OF NAVAL
AIR STATIONS AND MARINE CORPS AIR
STATIONS.

Apply disposition guidelim% under SSIC 3000.6b.

3. CORRESPONDENCE FILES OF NAVAL
AUXILIARY AIR STATIONS (W&W) AND NAVAL
AIR FACILITIES (TOW).

Apply disposition guidelines under SSIC 3000.7.

4. CORRESPONDENCE, COPIES OF REPORTS, AND
OTHER RECORDS. Files related to the internal
operation and administration of air and space traffic and
servicing facilities for locally based or transient craft.

Destroy when 2 years old.

5. AVIATION MEDICINE RESEARCH RECORDS.

Retire records under appropriate section of SSIC
6410 of this instruction.

SSIC 3710

GENERAL OPERATfNG INSTRUCTIONS

Destroy when cancetkd or supersetkd.

SSJ!X2M

ALL WEATHER FLYING RECORDS

1. INSTRUMENT APPROACH PROCEDURES
CHARTS AND PILOT’S HANDBOOK

Destroy when cancelkd or superseded.

Sm!2Y21

NAVIGATIONAL AIDS RECORDS.

111-3-50

Charts, tables,



SECNAVfNST 5212.5D
22 April 199S

frequency designations and technical specifications of
electronic aids to navigation.

Destroy when cancelled or superseded.

c coNTROL RECORDS

1. TRAFFIC CONTROL RECORDS. Files related to
the internal control of air and space traffic, including
arrival and departure logs and records relating to the
supervision of clearmce ad other traffic control
fimctions.

Destroy when 6 months old.

2. AIRCRAFI’ CLEARANCE AND ARRIVAL
REPORTS.

a. Local Clearance Notices.

Destroy when 6 months old.

b. AU Other Rerxmts.

DL?stroywhen 3 months old.

3. GENERAL CORRESPONDENCE FILES. Files
_ to Air Def- Identification Zone (ADIZ) and
Department of Defense Flight Information Publications
(FLIPS).

Destroy when superseded or no longer required for
reference, whichever is earlier.

EMERGENCY PROCE DURES RECORDS

SSIC 3750

FLIGHT SAFETY AND ACCIDENT ANALYSI!j
RECORDS

1. AIRCRM!T ACCIDENT REPORTS (CLASS A AND
B).

a. Orkina 1remwts and endorsements. Reports
required by OPNAVINST 3750.6Q maintained by the
Navy Safety Center, Norfolk, VA.

Permanent. Navy Safety Center transfer in
microform to DNH when 20 years old. DNH trmsfer
to NARA when no longer required for reference use.

b. Comes of accident or incident remrts maintained
bv all other orwmirations.

Destroy when 2 years old.

2. AIRCRAIW MISHAP REPORTS (CLASS C
REPORTS).

a. Oritinal reoorts. Reports of minor accidents and
incidents that do not result in injury, death, or significant
damage. Reports are maintained by the Navy Safety
Center, Norfolk, VA.

-Oy when 10 y- old.

Destroy wbem 2 years old.

3. AIRCRAFC HAZARD REPORTS.

a. Oriitinal reoor@ Reports of observed unsafe
conditions or procedural violations. Reports maintained
by the Navy Safety Center, Norfolk, VA.

Destroy when cancelled or superseded.
Destroy when 7 years old.

b. i “nt “~u.
PILOT OUALIFICATIONS RECORDS. Course
completion certificates, certifications. Exam results and
similar records relating to qualifications of Naval
Aviators.

Destroy wlmn record of qualification has been
entered in Aviator’s NATOPS Training and
Qualifications Jacket (SSIC 3760.11).

Destroy when 1 year old.

SsKm

FLIGHT RECORDS AND REPORTS

1. AIRC~ INSPECTION AND ACCEPTANCE
(AIA) RECORD. Recorded on OPNAV 4970/141 the
AIA identifies the aircraft Bureau number (BUNO), type,
model, series, and reporting custodian. Report certifies
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aircraftrendines for night by maintenance pWSOMd
and records fuel, oil, oxygen, and expendable ordnance
On board.

Destroy upon safe completion of flight.

2. MASTER FLIGHT FILES. The original of the
NAVAL AIRCRAIW FLIGHT RECORD (OPNAV
3710/4). me data collected include a statistical
description of the flight perhdn@ to the aircraft and
crew members, a record of all logistics ati”ons performed
during the flight, a record of weapons proficiency, a
record of training areas utilized, and other miscellaneous
data. MASTER FLIGHT FILES shall be securely bound
in hard binders and Iabelled as MASTER FLIGHT
FILES of (squadron designation) and period covered.

a. Routine Om ahr “ens and Tminimz Fhzhts.

Cut off file annually in November and retire to
nearest FRC. Destroy when 7 years old. Units being
decommissi oned retire files to FRC upon
deco mndssioning.

MAS1’ER FLIGHT FILES for Units in a Combat

A.

Permanent. Transfer to Aviation Statistics Office of
the appropriate fleet air command
(COMNAVAIRLANT or COMNAVAIRPAC) upon

remands will retire records tocompletion, fleet air co
WNRC when no longer usethl as a reference source
of combat data or when so directed by CNO.
Transfer to NAM when 20 years old.

3. NAVAL AIRCRAFT FLIGHT RECORD (OPNAV
3710/4).

a. original (coov 1) filed as Master I@ht File under
fX31C3760.2.

b. ~ #2 maintained bv Omrations Ikmartments.

Destroy after monthly reports have been verified.

c. Cotw #3 maintained bv Maintenance Dfmartments.

DeatrOy when 3 months Old.

4. AVIATORS FLIGHT LOG BOOK (OPNAV 3760/31).
A flight by !light record maintained by all aeronautically
designated oftlcer personnel and student aeronautical
officers. Information recorded in the log includes
qualifications md achievements, persomel status
Changea, summary of total ftigbts, flight record summary

for 12 months preceding current log, flight by tligbt
record, ftight clothing issue, and mishap and flight rule
violations.

Record is personal properly of the aviator. Handle
as personal effects upon death of aviator.

5. DAILY FLIGHT LOGS AND LOGS OF VISITING
AIRCRAFT.

Destroy 6 months after date of last entry.

6. OPERATIONS LOGS. Logs accumulated by
operations departments of flight activities, including
control tower records.

7.

8.

9.

llestroy when 6 months old.

FLIGHT PLANS.

Destroy when 6 months old.

SQUADRON FLIGHT SCHEDULES.

Destroy when 6 months old.

FLIGHT CERTIFICATES AND RECORDS OF
COMPLETED FLIGHT TIME USED TO
SUBSTANTIATE THE ISSUANCE OF FLIGHT
CERTIFICATES.

Destroy when 3 years old. Units scheduled to be
deco missioned or deactivated, retire records to
nearest FRC until eligible for destruction.

10. AVIATION TRAINING REPORTS. Reports of
training received by aviators and tlight personneL
Includes squadron training records.

Destroy when 2 years old.

11. NATOPS FLIGHT PERSONNEL TRAINING AND
QUALIFICATIONS JACKET (OPNAV 3760/32). A
consolidated record of the training status and readineas
of ftight persomel. Jacket includes a current annual
flight time summary , a record of all aircraft mishaps md
flight violations involving a pilot cause factor, record of
flight equipment issue, mission qualification record,
school course attendance record, and Operational
physiology and Survival Training Record. Jacket is
maintained by the aviator’s current commanding officer
and certified annually for accuracy.

Destroy when aviator is no longer in an active or
reserve flight status. Record may be given to aviator
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as a personal record upon termination of tligbt
status.

12. AVIATION TRAINING JACKETS (ATJ’s). A

comprehensive record of Basic and Advanced Training of
Naval Aviators. Records are maintained by the chief of
Naval Air ‘IMning (CNATRA) at headquarters io
Corpus Christi, TX. (Note: Re 1977 ATJ’s have been
retired to FRC Atlanta, GA.)

Retire to FRC Fort Worth, TX 2 years after
completion of advmced training. DMtroy when 50
years old. Navy may transfer jacket to individual
aviator when helshe retires or is released from
activeh+ae-rve duty. Inactive aviators must submit
requests for their ATJ’s in writing to CNATRA.

13. COPIES OF FLIGHT ORDERS, LOGS, AND
OTHER RECORDS OF ORDERS ISSUED.

Destroy when 2 years old.

14, SQUADRON LOGS.

Destroy when 3 years old.

~

CML AVIATION RECORDS

1. CLEARANCE AND ARRIVAL REPORTS OF NON
GOVERNMENT AIRCRAIW USING NAVY
FACILITIES.

Destroy when 6 months old.

fssrc3800-3899

INTELLIGENCE RECORDS

RECORDS IN THIS (3800-3899) SERIES ARE
ACCUMULATED BY THE DIRECTOR OF NAVAL
INTELLIGENCE (CNO (N2)), THE OFFICE OF
NAVAL INTELLIGENCE (ONI), AND BY OTHER
ACTIVITIES AND OFFICES CONCERNED WITH
INTELLIGENCE MA’ITERS.

~!!Q

GENERAL INTELLIGENCE RECORDS

1. PRIMARY PROGRAM RECORDS. Files, reports,
and other records of tbe Director of Naval Intelligence
@D) that document the development and execution of
plans, policies, programs, and procedures relative to the

-y intelligence fhnction.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 25 y- old.

2. INTELLIGENCE OFFICES’ PRIMARY PROGRAM
RECORDS. Final Intelligence knducts generated in
response to Tactical Intelligence and Related Activitim
(TIARA) requirements as designated by CNO.
Operational Intelligence Programs, and Sword, Spear
and Sabre I%ograms. Records are accumulated by ONI
IXrectoratea, Divisions/Centers of the former Naval
Intelligence Command. Exclude Intelligence products
coordinated with, registered or disseminated by Defense
Intelligence @mcy (DIA).

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

3. INTELLIGENCE OFFICES’ GENERAL
CORRESPONDENCE FILES. Files, reports, and other
records of intelligence offices that relate to intelligence
collection, evaluation, and diswmination within the DON
and to plans, programs, and transactions pertaining to
the overall administration of the office. Included are
records of the Directorates of the ONL Exclude records
of Joint Intelligence Offices tiled under SSIC 3860 of this
instruction.

Retire to nearest FRC (WNRC for ONI Mrectorates)
when 2 years old. Lkstroy wIIen 10 years old.

4. ADMINISTRATIVE FILES. Files relating to the
routine internal operation and administration of the
intelligence office.

Destroy when 2 years old.

5. INTELLIGENCE CARD INDEX FILES. Cnrd
indexes or similar files of ships, corporations, suspects,
and other special categories that are of intelligence or
counterintelligence interest. Records were maintained by
Naval District Intelligence Of?ices and the Intelligence
Offices of Force Commanders prior to 1%1.

Permanent. Transfer to NARA immediately,

6. SURVIVOR REPORTS. Intelligence ~ces’
information copies.

Destroy when 1 year old.

7. VESSEL FILES. Records include boarding reports,
crew lists, and cargo manifests.
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DeStrOywheO 2 y- old.

8. INTELLIGENCE CENTER LOGS. A watch-to-
watcb record of the daily intelligence events occurring
during each watch at intelligence centers. The logs also
serve as a security register of on board persomel and
visitors. Logs include the watch commander, personnel
matters concerning the watch team, and an hourly listing
of eventa.

Retire to nearest FRC when 2 years old. Destroy
when 5 y~ old.

9. COASI’AL INFORMATION FILES. Reference files
of intelligence offices consisting of information on coastal
areas such as codes and signals, distress caUs, aids to
navigation, signal lights, and related commerce and
travel reports.

Destroy when 1 year old.

10, SHIPWRECK AND MARINE ARCHAEOLOGY
FILES. Reports, surveys, charts, contact confirmations,
reports of salvage activit y, and similar documentation
relating to sunken ships or Navy-sponsored marine
archaeological projects.

Permanent. Forward to the DNH (CNO (7W9BH)).
DNH transfer to NARA when 50 years old.

11. INTELLIGENCE REFERENCE RECORDS.
Finished intelligence documentation published by a
member of the intelligence community other than Navy.
Include printed reports or processed materials,
photographs, and maps accumulated by intelligence
offices as a reference file or for library research
purposes.

Destroy when csncelled or superseded.

12. COPIES OF REPORTS OF DATA. Reporta,
studka, evaluations, and supporting information that was
prepared locally and submitted or forwarded to higher
authority.

Destroy when 5 years old or no longer needed for
reference in comection with the activit y’s mission,
whichever is sooner.

13. DEFENSE ATTACHES RECORDS.

File records under the appropriate subsection of
SSIC S71O of this instruction.

14. AEROSPACE TECHNICAL INTELLIGENCE

REPORTS. Information copies of reports and studies
produced by the Foreign Aerospace and Technology
Center, Wright Patterson Air Force Base, Dayton, OH.

Destroy when obsolele.

INTELLIGENCE PLANNfNG AND MANAGEME~
RECOR~

1. DEFENSE-WIDE INTELLIGENCE PLANS.
Published plans on Continuity of Operations Plans

(COOP), Crisis Management Plan (CRfMP) and related
Navy background papers.

Destroy when superseded or obsolete.

2. INTELLIGENCE PLANNING RECORDS. Studies,
plans and correspondence reflecting the development and
establishment of DOD, Joint, DIA, and Navy operational
immediate and long-range intelligence plans; war gaming;
and liaison with tbe Unified and Specified Commands.

a. File maintained bv the Director of Naval
intelligence (DNl).

Permanent. Retire to WNRC when cancelled,
superseded, or no longer required. Transfer to
NARA when 30 years old.

b. Files maintained bv aU other officeq.

Wstroy when cancelled or superseded.

3. PROJECT ASSIGNMENT RECORDS. Files of
@or actions assigned to fuIt5Uintelligence production
requirements, for use in preparing reports, internal
capabilities studies, manpower utilisation, and to reflect
the scope of the production effort.

Destroy when 5 years old.

4. INTELLIGENCE REQUIREMENTS RECORDS.
Guidetinea, standards, and comments from, National
Level, presidential, DOD, OSD, JCS, DIA, Unified and
Specified Commanders, and DNI regarding requirements
for intelligence matters.

Destroy when superseded, obsolete, or no kmger
required for planning purposes.

SSIC 3811

ESTIMATES AND STUDfES RECORDS
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1. INTELLIGENCE ESTIMATES RECORDS. Analyses
of the intentions, capabilities, and vulnerabilities of
foreign powers, developed for use in operational
planning. File includas published estimates as well as
estimate requirements, reviews of war plans, and
correspondence relating to the improvement of
intelligence support.

a. Forma 1Intelligence Estimates (Mdnated by
ONVMCIA.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA in 5-year blocks when 25 years
old.

b. Bac kmound File. Records include requirements
studies, review documents, correspondence, and
published estimatea distributed by other intelligence
agencies.

Destroy when 5 years old.

SSIC 3820

INTELLIGENCE COLLECTION RECORDS

1. PROPOSALS FILES. Correspondence and related
records relating to the presentation of proposals for the
collection of intelligence not developed into coUection
requirements.

De.StrOyWhm 2 y- old.

2. INTELLIGENCE COLLECTION RECORDS.
Records pwlhing to the review, validation,
coordination, analysis, and evaluation of raw intelligence.

Destroy when 2 years old.

3. COLLECTION REQUIREMENTS RECORDS.
Correspondence, messages and other documents
pertah@ to levy and collection action.

Destroy when 3 yeara old.

Ss!Mm

2. HuMAN SOURCERECORDS.Raw, Unprocessed
intelligence information received from human sources.
Include information obtained from emigre phase of naval
intelligence.

Destroy when Intelligence Report has been produced.

Ss!!Lw2

PHOTOGRAPHIC RECORDS

1. COLLECTION OPERATIONS PHOTOGRAPHY.
photographs produced or assembled during specific
intelligence collection operations.

Destroy when Intelligence Report has been produced,

2. TARGET JACKETS. photographs and other
material accumulated on specific targets such as
shipyards, bridges, railroads, terrain, ordnance depots,
ships, installations, etc.

Retire to WNRC when not needed for active
reference. Destroy when 20 years old.

SSIC 3823

ELECTRONIC RECORDS

1. GENERAL CORRESPONDENCE. Files relating to
the collection of non-coinmunications electronic
intelligence (ELINT) and to specific ELINT operations.
Included is documentation on sensors and their
placement. Excluded communications-related ELINT
records filed under SSIC’S 3250-3254.

Retire to WNRC when 2 years old. Destroy when 10
years old.

SSIC 3824

SPECIAL RECORDS

1. GENERAL FILES. Raw unproceaaed intelligence
information accumulated tkom special intelligence
coUection operations.

HUMAN RECORDS Destroy when Intelligence Report has been produced.

1, BIOGRAPHIC RECORDS. Biographic information SSIC 3825
on foreign military service persomel of intelligence
intereat. ACOUSTIC RECORDS

Destroy when no longer needed to support current
requirements. 1. GENERAL FILES. Raw unprocessed intelligence
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information coUected from acoustic sensors or as a
product of acoustic collection operations. Exclude
acoustic information collected under progr- sponsored
by COMNAmTOCOM and filed under SSIC’S 3140-
3148.

Retire to WNRC when 2 years old. Destroy when 10
years old.

SSIC 3830

INTELLIGENCE DISSEMINATION RECORDS

1. GENERAL CORRESPONDENT FILES.
Correspondence, messages, reports and other records
accumulated incident to dk.$efinating intelligence
reports, publications, and other records; supporting
agreemen~ interpreting general release policies; and
substantiating requirements or the recipients of
intelligence products. Exclude dksemination records for

special intelligence filed under SSIC 3834 and
dissemination of Acoustic intelligence filed under SSIC
3835.

Hroy 2 years after requirement is cancelled.

2. FOREIGN DIsCLOSURE FILES. Navy POtiCY
documents that reflect, substantiate, and implement
international or bilateral negotiations, arrangements, and
agreements on exchange or release of classified military
intelligence information to foreign governments or
international organimtions. Included are records of the
Navy Reprewntative to the National Military Information
Disclosure Policy Committee (NDPC).

Destroy when 10 years old.

SSIC 3831

IRJMAN wCORDS

Apply guidance under SSIC 3830.

SSIC 3832

PllOTOGRAP~C RECORDS

Apply guidance under SSIC 3830.

$IC 3834

SPECIAL RECORDS

1. GENERAL CORRESPONDENCE FILE. Messages,
correspondence, agreements and similar records relating

to the dissemination of Special Intelhgence information
within the Naval Operating Forces. Records are

accumuhted by ONI and Commander Naval Special
Warfare Command, Coronado, CA.

Destroy when 5 years old.

SSIC 3835

ACOUSTIC RECORDS

1. PROCED~AL FILES. Special procedur= for the
internal dksetination of infomtion derived from ocean
sensors and other acoustic devicw to the Navy Operating
Forces.

Destroy when cancelled or superseded.

s~

OPERATIONAL INTELLIGENCE RECORDS

GENERAL CORRESPONDENCE FILES. Plans, orders,
studi~, and related documents concerning intelligence
support and interface with current operations in a
tactical environment. Included are pertinent defense-

Wide plans applicable to the theater or area of operations.
Records are accumulated Fleet/Force Commanders.

Destroy when 2 years old.

SSIC 3841

INDICATIONS AND WARNINGS RECORDS

1. GENERAL CORRESPONDENCE FILES. Copies of
correspondence, issued by higher authority and dealing
with possible strategic warnings or predictions of the
likelihood of imminent hostilities/any impending thrmt
activity which may adversely impact on the United States.
Include copies of formal Indications and Warnings
studies issued by DIA.

Destroy when cancelled or obsolete or when 2 years
old, whichever is sooner.

~

COUNTERINTELI,lGENCE (Cl) RECORDS
~1.Nu.98-2, pending) ●NOTE: Electronic version of

records created by electronic mail and word-processing
applications may be deleted when file copy is generated

or when no longer needed for reference or updating.

1. COUNTERINTELLIGENCE FILES. Working tiles
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containing information on individuals, companies,
associations, and other collective groups of individuals
that may be involved in hostile foreign intelligence
activities. Exclude investigative and other Naval
Criminal Investigative Service (NCJS) records filed under
SSIC 3850, paragraph 2 of this instruction. (*See above)

Transfer to NCIS upon initiation of investigation,
otherwise destroy when 10 years old.

2. NCIS COUNTERINTELLIGENCE RECORDS.
Consists of information on non-combat activities
threatening the security or involving the disruption or
subversion of DOD military and civitian personnel,
functions, activities, installations, information,
communications, equipment, and supplies;
counterintelligence operational material; and investigative
and informational data documenting other types of
investigation or activities consistent w“th NCIS’S mission,

a. co unterintellkence lnvestitzations/Re~orts of a
Routine Nature. Reports of CI investigations (including
requests for and results of polygraph and forensic
laboratory examinations, technical investigative
techniques such as oral, wire and electronic intercepts,
copies of evidence custody documents and other related
material), informational reports and special inquiries into
actual, potential or suspected violations of laws,
regulations, and dkectives (excludlng investigations
covered under SSIC 5580, paragraphs 4a-b) and
defections by DON personnel. Also includes security
violations, to include investigations that reveal
compromise, but not espionage, and reports and
investigations of subversion and espionage resolved
favorably. (*See above)

(1) Case tiles.

Cut off at case closure. Destroy 25 years after the
date of the last action.

(2) Other copies.

Destroy 1 year after case closure, or when extended
retention is required, when no longer needed.

b. Maior CI Investigations. Investigation of actual,
potential or suspected espionage, subversion, sabotage,
treason, terrorism, defections by DON personnel or other
m~or investigations or special inquiries of a counter-
intelligence nature. Includes requests for and results of
polygraph examinations; forensic lab examinations;
technical investigative techniques such as oral, wire and
electronic intercepts, copies of evidence custody
documents and other related material. (*See above)

(1) Case files.

Permanent. Cut off at case closure. Retire to NCIS
Records Management Division upon case closure. If
space is not available, retire to WNRC. Transfer to
NARA 25 years after date of last action.

(a) PaPer COPYrecnrds that have been
converted to microform:

~ Paper copy: Destroy upon
verification that the record copy information has been
fully and accurately converted to microform.

~ Microform copy: NCIS will
convert file to archival medium acceptable at the time of
transfer.

(b) Paper copy and microform records
that have been converted to electronicloptical images:

~ Paper copy and microform
images: Destroy upon verification that the record copy
information has been fully and accurately converted to
electronic/optical images.

~ Electronic/opticalimages: NCIS
will convert file to archival medium acceptable at the
time of transfer.

(2) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is earlier.

c. Count erintellkence Sources. Information
containing data about individuals who have been used as
sources of CI information by Navy; detaik on use or
activities of sources which are necessary to confirm
operational use of source, or future claims against Navy
by source of heirs of source. Included are agreements,
contracts, information reports, financial reports,
audiovisual products and related information. (See
above)

(1) Case files.

Cut off at case closure. Destroy record copy of case
tile 7S years after date of last actions.

(2) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is eartier.
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d, Counterinteltkence SDecial Or)erations.
Information on requests for, and results of, special
operations such as counterespionage, countersubversion
and countersabotage or programs conducted by or with
the Navy. Information is generally filed under the
project indicator for the specific operation or program.
Included are correspondence, reports, plans and similar
or related information and audiovisual products and
requests for and results of oral, wire, and electronic
intercepts, (*See above)

(1) Case files.

Permanent. Cut Omupon completion of operation.
Transfer to the National Archives 50 years after end
of operation or program.

(2) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is earlier.

e. Reciprocal Investigative Files. Files related to
requests from other Federal agencies (Federal Bureau of
Investigation, Department of State, etc.) for investigative
assistance. (*See above)

(1) The basis for the request is a CI matter
regardhsg individuals or organizations under the
investigative jurisdiction of the requesting agency.

Apply appropriate sub-item from SSIC 3850,
paragraphs 2a-b.

(2) The basis for the request is a Cl personnel
security matter regarding DOD-affiliated or non-DOD
affiliated individuals.

Destroy when 1 year old.

f. Cl Defensive Briefings. Requests for, and records
of, briefings of naval personnel who intend to travel or
have traveled, either oflkially or unofficially, to denied
areas. (*See above)

Cut off at case closure. Retire to Records
Management Division. If space is not available,
retire to WNRC. Destroy after 15 years.

g. CI Brie!infi. Consists of requests for records and
copies of CI briefings covering topics such as threat,
technology transfer and counter-terrorism. (*See above)

De@roy after 1 year or when no longer needed,
whichever is longer.

h. Threat ksessment (General). Contains reports
on collection and assessment of threat information
pertaining to naval operations or geographic locations.
(*See above)

Destroy when superseded, obsolete or no longer
needed.

i. OPSEC SuDDort Survevs. Information on
investigative or collection activities in support of
operations security management when the circumstances
do no include a specific criminal act to be investigated.
(*See above)

Destroy after next comparable survey, discontinuance
of facility or after 3 years, whichever is sooner.

j. CI Studies. Contains all-source information on
various CI topics of interest to the Department of the
Navy. (*See above)

(1) Records copy of study (paper or electronic).

Destroy (delete) when superseded or obsolete.

(2) information (paper or electronic) furnished
to NCISHQ by field elements for use in making study.

Destroy (delete) after 2 years.

(3) Other copies (paper or electronic) of study.

Destroy (delete) when superseded, obsolete, or no
longer needed for reference.

k. Foreism National Marriages. Investigations
involving marriage between DON personnel and foreign
nationals. (*See above)

(1) Investigations containing significant
derogatory material.

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when 5 years old.

(2) All other cmes.

Cut off at case closure. Destroy when 1 year old.

1. Vka Amlticants. Investigations to determine the
etigibitity for a visa to enter the United States of foreign
national spouses of DON employees. (*See above)

(1) Investigations containing significant
derogatory material.
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Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when 5 years old.

(2) AU other cases.

Cut off at case, closure. Destroy when 1 year old.

m. Technical lnsDections and Survem. Inspections
to determine the efficiency of security measures and
surveys to determine the measures necessary to protect a
command, installation, or site from penetration for
purpose of technical surveillance. (*See above)

Destroy when 5 years old.

3. POLYGRAPH EXAMINATION RECORDS.

a. Polv tzraDhExaminations Conducted in Surmort of
Counterintelligence Activities. Copies of examination
records created in support of CI activities. Includes
statistical and technical data sheets, question sheets,
charts, numerical evaluation form, subject statements,
consent forms, medical waivers, interview Iogs, personal
data sheets and related documents. (*See above)

Retain on board until completion of final quatity
assurance review. Incorporate into associated CI file.
Dispose of in accordance with guidance for associated
file.

b. c ounterintellhzence Securitv Polwzraoh (CSP)
Proizram Records. Information created in support of the
CSP Program. A CSP package includes CSP briefing
form, Report of Investigation (ROI), statistical and
technical data sheet, question sheets, charts, numerical
evaluation form, consent form, medical waiver, personal
data sheet and interview log. Atso includes audio tapes.
(*See above)

(1) CSP Packages favorably resolved.

(a) All locations.

Destroy after final quality assurance review except:

(b) At NCIS Polygraph Units.

Retain on board CSP ROI only. Destroy after 1 year
or when no longer needed, whichever is earlier.

(2) Other than favorably resolved cases.

(a) Retain on board. Destroy 25 years after
completion of final quality assurance review except:

(b) When an existing criminal investigation
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exists, incorporate CSP Package in investigation files.

Dispose of in accordance with guidance for dossier.

(3) Audio tape recordings of routine CSP
examinations.

(a) Recordings with No significant Response
(NSR).

Erase after 90 days or when no longer needed,
whichever is eartier.

(b) Recordings referred for further
investigations.

Incorporate into investigative case file.
accordance with guidance for dossier.

SSIC 3860

Dispose of in

~OfNT AND COMRINED INTELLIGENCE

1. ADMINISTRATIVE RECORDS. Files relating to the
routine internal operation and administration of the Navy
sections of j oint and combined intelligence centers.

Destroy when 2 years old.

SSIC 3870

INTELLIGENCE TRAINING RECORDS

1. ADMINISTRATIVE FILES. Records of the day-to-
day administration and operations of training institutions
sponsored by ON1 and records of training conducted at
the local level by commands and activities with an
intelligence mission. Included are class lists, rosters,
records of attendance and completion, instructor reports,
attrition reports and similar records.

Destroy when 2 years old.

2. TRAINING MATERIALS. Course syllabi, lesson
plans, examinations, instructional matenats, and
reference publications used in general intelligence
trahdng. Exclude records for specialized training under
SSIC’S 3871 -3s79.

Destroy when superseded or obsolete.

SSIC3871

GROUND RECORDS
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1. TRAINING MATERIALS. Records described under prisoners ofwar and defectors. Exclude records of
DOD-sponsored Language Schools.

SSIC 3S70.2 that relate to Ground Order of Battle
Training. Permanent. Transfer to NARA when 10 years old.

Destroy when superseded or obsolete. 2. LANGUAGE TRAINING LOGBOOKS. Logbooks
maintained by Marine Corps interpreters.

SSIC 3872
Destroy 2 years after last entry.

AIR RECORDS
SSIC 3877

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to Air Order of Battle Training. SENSOR RECORDS

Destroy when superseded or obsolete. 1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to theory, fundamentals, and
operation of all-source sensors.SSIC 3873

PHOTOGRAPHIC RECORDS Destroy when superseded or obsolete.

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to imagery interpretation
training.

SSIC 3878

SPECIAL RECORDS

Destroy when superseded or obsolete, File records under other SSICS 3870-3879, as
appropriate.

SSIC 3874
SSIC 3879

ELECTRONICS RECORDS
ACOUSTIC RECORDS

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to Electronics Order of Battle
Training. Include recognition profiles in any form
provided from tbe national ELINT data base.

1. BRIEFING FILES. Command briefings and
supporting materials used in familiarization training of
operating force units in all phases of acoustic intelligence.

Destroy when no longer required. Destroy when 2 years old.

SSIC 3875 SSIC 3880

COUNTERINTELLIGENCE RECORDS INTELLIGENCE SUPPORT FUNCTIONS RECORDS

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to training for specific
counterintelligence operations or special intelligence
operations. Exclude investigator training.

1. INTELLIGENCE SUPPORT FUNCTIONS
RECORDS, A collection of intelligence reference
materials maintained to support intelligence analysis
and/or planning and to aid in the development of finished
intelligence products. Records may consist of
photographic collections, biographic files, collections of
commercially published materials, sensor calibration
data, reference electronic data bases, and similar records.

Permanent. Retire to nearest FRC when cancelled or
superseded. Transfer to NARA when 20 years old.

SSIC 3876
Destroy when 10 years old. Retention in excess of 10
years is authorized for continuing programs upon
approval of DNI. Retention in excess of 10 years will
be reviewed every 5 years.

INTERROGATIONfTRANSLATION RECORDS

1. TRAINING MATERIALS. Records described under
SSIC 3870.2 that relate to the training in interrogation of
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2. MANAGEMENT SUPPORT TO INTELLIGENCE Retire records under the appropriate subsection of
DETACHMENTS AND LIAISON ACTIVITIES. SSIC 3880.
Correspondence, messages, and reports relating to
management support to Navy and Marine Corps SSIC 3886
detachments and liaison activities in the areas of
manning, personnel assignment, security, administration, SPECIAL SUPPORT RECORDS
and logistics.

Retire records under the appropriate subsection of
Destroy when 2 years old. SSIC 3880.

3. INTELLIGENCE SUPPORT TO OPERATIONAL ~o
COMMANDERS. Correspondence, messages,
agreements, md similar documents that relate to INTELLIGENCE PRODUCTION RECORDS

intelligence support provided to operational commanders.
1. INTELLIGENCE REPORTS. Intelligence Reports

Destroy when superseded or obsolete. (lR’s) and Unevaluated Intelligence Information Reports
(IIR’s) received from ndlitary/defense attaches and other

SSIC 3882 intelligence gathering activities.

SCIENTIFIC AND TECHNICAL SUPPORT RECORDS

Retire records under the appropriate subsection of
SSIC 3880.

RESEARCH AND DEVELOPMENT SUPPORT
RECORDS

1. CONTRACT MONITORING RECORDS.
Correspondence and reports relating to performance
monitoring of contractors performing research and
development work for DON intelligence activities.
Records are accumulated by program managers.

Destroy 6 years and 3 months afier final payment on
contract.

2. ALL OTHER RESEARCH AND DEVELOPMENT
RECORDS.

Retire records under the appropriate subsection of
SSIC 3900.

SSIC 3884

SYSTEMS SUPPORT RECORDS

Retire records under the appropriate subsection of
SSIC 3880.

a. Navv-t) reduced IR’s and Naval Attache Rermts
p~ of ONL

Permanent. Retire to WNRC when S years old.
Transfer to NARA when 35 years old.

b. Information coDies of me 1961 Navv IR’s and
Naval Attache ReDorts maintained bv other activhies.

Destroy when no longer required.

c. IIR’s and Attache ReDorts from naval activities,
DIA. or other Service Intelligence conmonents
accumulated bv the ONI dated 1 Januarv 1961 or later.
The record copy maintained by the DIA will be
transferred to NARA as a permanent record.

Destroy when 2 years old.

d. Information coDies of llR’s dated 1 Januarv 1961
or later maintained bv other Navv and Marine Corwj
oftlces and activities.

Destroy when 2 years old or when no longer
required, whichever is sooner.

2. SPECIALIZED INTELLIGENCE PRODUCTS.
Specialized intelligence publications such as appraisals,
analyses, estimates, studies, and surveys that have been
produced, issued, or coordinated through DIA. (Note
record copy maintained by DIA.)

SSIC 3885 Destroy when no longer required.

PROGRAMS SUPPORT RECORDS 3. PRODUCTION RECORDS. Records reflecting the
record of actions taken in and for the fulfillment of
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specific requests for information on any phase of
intelligence operations, Records include correspondence,
evaluations and progress reports. Exclude primary
program records filed under SSIC 3800.1.

Retire to WNRC when 2 years old. Destroy when 10
years old.

4. PRODUCTION SCHEDULE RECORDS.
Correspondence and reports relating to the annual
schedule of programmed and intelligence products.
Include Navy input to Defense Intelligence Production
Schedule (DIPS).

Destroy when 2 years old.

SSIC 3891

ACOUSTIC PRODUCTION RECORDS

Retire records under the appropriate subsection of
SSIC 3890.

SSIC 3900-3999

RESEARCH, DEVELOPMENT. TEST, AND
EVALUATION (RDT&E) RECORDS

RECORDS IN THIS SECTION (SSIC 3900-3999) ARE
CREATED BY ACTIVITIES IN CONNECTION WITH
TECHNICAL AND SPECIFIC RESEARCH AND
DEVELOPMENT (R&D) PROGRAMS RELATING TO
THE DEVELOPMENT OF NEW CONCEPTS,
TECHNIQUES, WEAPONS, EQUIPMENT, AND
MATERIALS, OR THE IMPROVEMENT,
MODIFICATIONS, OR REFINEMENT OF EXISTING
TECHNIQUES, WEAPONS, OR MATERIALS. THEY
INVOLVE ALL PHASES OF RESEARCH AND
DEVELOPMENT, INCLUDING PLANNING AND THE
ESTABLISHMENT OF REQUIREMENTS AND
PRELIMINARY CHARACTERISTICS,
EXPERIMENTATION, DESIGN, ENGINEERING,
MODIFICATION, TESTING, AND ACCEPTANCE.
THEY ARE ACCUMULATED BY RESEARCH
LABORATORIES, TEST AND DEVELOPMENT
CENTERS, STATIONS OR UNITS, PROVING
GROUNDS, FACILITIES, AND OTHER RESEARCH
AND DEVELOPMENT OR TESTING ACTIVITIES OR
OFFICES. THEY INCLUDE BASIC RECORDS
CREATED BY RESEARCH AND DEVELOPMENT
ACTIVITIES THAT HAVE LASTING SCIENTIFIC OR
RESEARCH VALUES, SUCH AS T11OSE THAT
DOCUMENT PROGRAM DIRECTION, REVIEW, AND
APPRAISAL OR ANALYSIS; THE RESEARCH
ACTIVITY’S OVER-ALL ORGANIZATION,

FUNCTIONS, PROCEDURES, AND OPERATIONS; OR
THE CONDUCT OF INDIVIDUAL PROJECTS AND
SCIENTIFIC AND TECHNICAL RESULTS AND
CONCLUSIONS THAT MAY BE USEFUL FOR
FUTURE RESEARCH. SCIENTIFIC DATA
ACCUMULATED DURING THE ACCOMPLISHMENT
OF A SPECIFIC PROJECT GENERALLY ARE
REFLECTED IN LABORATORY NOTEBOOKS AND
IN PROGRESS REPORTS. THE REPORTS REFLECT
THE PROGRESS AND FINAL RESULTS OF THE
RESEARCH EFFORT. WHEN SPECIFIC RESEARCH
PROJECTS ARE OF LONG DURATION, MUCH DATA
OF A REPETITIVE, CONTINUING NATURE MAY
ACCUMULATE FROM SUCH PROCESSES AS TESTS
OR EXPERIMENTS. THE DATA ARE USUALLY
RECORDED IN ROUGH NOTES, ON PUNCHED
CARDS, ELECTRONIC TAPES, COMPUTER PRINT
OUTS, OR COMPARABLE MEDIA, AND THEN
CONDENSED IN PUBLISHED REPORTS OR
STATISTICAL SUMMARIES SO SCIENTISTS MAY
USE IT FOR COMPARATIVE OR OTHER PURPOSES.
WHEN THE DATA IS THUS RETAINED IN
CONDENSED FORM, THE SOURCE MATERIAL
MAY BE CONSIDERED DISPOSABLE. TECHNICAL
REPORTS AND OTHER DATA ACCUMULATED BY
PRIVATE COMMERCIAL OR RESEARCH
ORGANIZATIONS PERFORMING RESEARCH
FUNCTIONS UNDER NAVY CONTRACT ARE
INCLUDED IN THE 3900-3969 SERIES. THE TERM
“PROJECT” AS USED HERE APPLIES TO
PROJECTS, SUB PROJECTS, TASKS, OR PROJECT
PHASES. WHERE FEASIBLE, IT MAY BE
DESIRABLE TO CONSOLIDATE RELATED
RECORDS INTO A SINGLE PROJECT FILE. BUT IF
PROJECTS ARE OF LONG DURATION AND THE
VOLUME OF RECORDS IS LARGE, RECORDS
RELATING TO INDIVIDUAL SUBPROJECTS, TASKS,
OR PHASES MAY BE CUT OFF AND RETIRED TO
FEDERAL RECORDS CENTERS OR LOCAL
INTERIM STORAGE UPON COMPLETION OF THE
SUBPROJECT, TASK, OR PHASE AND IN THE SAME
MANNER AS FOR CONTRACT CASE FILES
COVERED UNDER SSIC 4200 OF THIS
INSTRUCTION.

SSIC 3900-3915

RESEARCH AND DEVELOPMENT RECORDS

RELATED RECORDS UNDER SSIC 3901- RDT&E
PLANS, SSIC 3902 -RDT&E PROGRAMS, SSIC 3903-
RDT&E PROJECTS, SSIC 3904- RDT&E FUNDING,
SSIC 3905- RDT&E REPORTS, SSIC 3906- RDT&E
FLEET RESOURCES SUPPORT, SSIC 3907- OTHER
RDT&E SUPPORT, SSIC 3910- GENERAL
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RESEARCH AND DEVELOPMEIW, SSIC 3911- R&D
PLANS, SSIC 3912- R&D PROGRAMS, SSIC 3913-
R&D PROJECTS, SSIC 3914- R&D FUNDING, AND
SSIC 3915- R&D REPORTS SHOULD BE RETIRED
TO FRCS UNDER THE APPROPRIATE SUBSECTION
OF SSIC 3900 OF THIS INSTRUCTION.

SSIC 3900

GENERAL RDT&E RECORDS

1. PRIMARY PROGRAM RECORDS.

a. Files and other records of SECNAV, OPNAV,
CMC, ONR and Svstems Command (SYSCOM)
Headauartera. Correspondence, memoranda, reports,
studies, record copies of instructions and notices, and
other records that document the estabtishment,
development, and accomplishment of tbe Navy’s overall
research and development program. Exclude reports and
project case files for specific R&D projects that are
maintained by Program and Project Managers.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

b. Files and other records of maior laboratories and
other activities whose orimarv function is research and
development or testing, Correspondence, reports,
studk.s, and similar records that document the overall
project operations and administration of the RDT&E
function at major laboratories and other RDT&E field
facilities responsible for the performance, development,
review, appraisal, or analysis of research and
development projects. Exclude Annual Command
History prepared in accordance with OPNAV Instruction
5750.12F and Marine Corps lIistorical Summaries tiled
under SSIC 5757 of this instruction.

Retire to nearest FRC when 5 years old. Destroy
when 10 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
activities and offices performing research and
development functions that retate to the routine internal
operation and administration of the activity.

Destroy when 2 years old.

3, NAVAL RESEARCH ADVISORY COMMITTEE
(NRAC) FILES. Records consist of minutes of quarterly
meetings, letters of nomination and appointment to the
committee, mission definition statements, and formal
reports submitted to the SECNAV.

Permanent. Transfer annually when 5 years old to
the DNH, Naval Historical Center. DNH transfer to
NARA in 5-year blocks when most recent records in
the block are 50 years old.

4. TECHNICAL BOARDS AND COMMITTEE’S
FILES. Records of boards and committees studying
assigned technical research and development problems,
including requirements for or the authorization of
projects, the scheduling and phasing of projects or
programs, and the control and coordhation of various
research and development project phases or programs.
Records consist of agendas, directives, minutes of
meetings, papers relating to the establishment, revision,
or termination of projects, and other papers reflecting
the boards or committees actions, recommendations, and
accomplishments. Exclude interim and final reports on
specific projects, and material included in the Project
Case File.

a. Oftlcial Board or Committee Files.

Permanent. Retire to nearest FRC in 5-year blocks
when 5 to 10 years old. Transfer to NARA when 30
years old.

b. Other cor)ies of board and committee files
accumulated bv members in the execution of their dutiq.

Destroy when 5 years old or when no longer needed
for reference, whichever is sooner.

5. PROJECT CASE FILES. Files maintained by Project
Managers at laboratories, and other activities responsible
for research and development functions. The file is a
complete history of each project from initiation through
research, development, design and testing, to completion.
Included are project authorization documents; project
cards; technical characteristics; test and trial results;
drawings, specifications and photographs considered
essential to document design, modification and
engineering development; all technical and progress
reports (including reports received from contractors);
notices of completion; and correspondence influencing the
direction or course of action taken on a project.

Permanent. Place in inactive project file upon
completion or termination. Retire inactive file to
nearest FRC when 5 years old or no longer needed
for reference, whichever is later. Transfer to NARA
when 25 years old.

6. PROGRAM MANAGERS CASE FILES. Case files
for RDT&E projects maintained by SYSCOM or other
Headquarters Program Managers. The records
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contained in this file are similar in nature to the Project
Case file maintained by the Project Manager at
laboratories and other R&D activities under SSIC 3900.5.

Cut off file when item becomes operational or at
termination of the project and retire to nearest FRC.
Destroy when 10 years old.

7. PROGRESS REPORT RECORDS. Reports on
ongoing and recently completed R&D projects that are
submitted by research facilities, laboratories, or project
managers to Mlgher authority. Reports generally show
initiation, objectives, approach, progress, and degree of
completion for R&D proj ecta. ~Iles include feeder
reports and related papers.

Cut off file when item becomes operational or at
termination of the project and retire to nearest FRC.
Destroy when 10 years old.

a. Research and Technolom (R&T) Work Unit
Summaw (DD 1498~. Summary progress report on all
ongoing R&D projects.

(1) Original report prepared by laboratory or
research facility.

Submit semiannually to Defense Technical
Information Center (DTIC) for inclusion in R&T
Work Unit Information System (wUIS) database.

(2) Reporting OftIce Copy. Paper copy or in
machine readable form.

Destroy when 2 years old.

b. Prom ess Remmts Submitted to Promam Manaaer
on SoecI“fit Proiect$.

File with Project Case File under SSIC 3900.5 of this
instruction.

c. Feeder Renorts Used for CornDilation of
Consolidated Reoorts.

Destroy upon submission of consolidated report.

8. PROJECT WORKING AND CONTROL FILES.
Copies of documents essentially duplicated in project case
files; preliminary and intermediate sketches, drawings,
specifications, charts, graphs, photographs; other
working papers determined not to be of sufficient value
to incorporate in the project case file; and related project
control and progress control records.

Retire to nearest FRC upon completion of prqject.
Destroy 5 years atler completion.

9. LABORATORY NOTEBOOKS. Notebooks used to
record and preserve engineering, scientific, and techdcal
data for R&D projects reflecting progress and bow
results were achieved.

a. Formal Laboratory Notebooks. Numbered bound
volumes issued by the laboratory and containing serial
numbered pages. Maintained by an individual assigned
to the project under recognized scientific conventions, all
entries are dated, signed by the person maintaining the
notebook, and witnessed by a coUeague familiar with the
experiment or scientific principle involved.

Permanent. Retire to nearest FRC when 6 years old.
Transfer to NARA when 30 years old.

b. Informal Laboratory Notebooks that do not meet
the criteria established for Formal Laboratory
Not ebooks.

(1) Informal Laboratory Notebooks containing
data essential for establishing patent rights.

Retire to nearest FRC when 6 years old. Destroy
when 2S years old.

(2) Informal Laboratory Notebooks containing
technical data which is routine, fragmentary, or
essentially duplicated in technical reports or papers.

Retire to nearest FRC when 5 years old. Destroy
when 10 years old.

10, TECHNICAL WORKING DATA. Data
accumulated during research and development and
testing operations that do not pertain to indkidual
projects. (Summary and usable data having continuing
value are contained in technical reports or retained
laboratory notebooks).

Destroy when 5 years old, superseded, or obsolete,
whichever is earlier.

11. TECHNICAL LABORATORY WORKING
PAPERS. Technical notes and data, measurements,
formulas, graphs, drawings, and other simiktr material
accumulated in connection with specific research,
development, and testing projects. These essentially are
summarized in or used as the basis for preparation of
technical reports, but continue to have temporary
research value after a proj ect’s completion. Exclude
laboratory notebooks.
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Retire to nearest FRC 5 years after completion or
termination of project. Destroy when 10 years old.
Activities retiring records indicate project termination
date on SF 135.

12. TECHNICAL REPORT FILES. Publisbed
Technical Reports (’IX), Technical Notes (TN), Technical
Memorandum (TM), (or unpublished manuscript of these
reports) prepared in connection with a project or task.
These reports summarize the progress, findings, and
conclusions reached retative to specific projects. They
may also clarify and supplement information contained in
laboratory notebooks and other source data. Include
published bibliographies and reports received from
contractors.

a. Ofticial Record CODY.

File with Project Case File under SSIC 3900.5 of this
instruction.

b. Distribution CoDy.

Send one copy of each publication to DTIC Central
Depository for Research Records.

c. Laboratory Reference CoDy. Maintained in
laboratory or research activity’s library.

Destroy when no longer needed for reference.

13. TECHNICAL REFERENCE FILES. Copies of
technical reports, publications, specifications, drawings,
and other technical or scientific data received from other
sources and used as a reference source in the
performance of research and development functions.

Destroy when superseded, cancelled, or no longer
needed for reference.

14. DRAWINGS AND SPECIFICATIONS FILES.
Drawings and specifications design, test procedures, and
technical characteristics of items developed. The
drawings show, in visual form, the mechanical and
physical characteristics of tbe items developed and the
specifications explain these characteristics in detail.
These are essential for production and servicing of the
item developed and for modification, redesign, or
continuing research on the item or related items.

a. ~omDleted set of ork!inal drawinm and related
srsecifications.

Transfer to Product Life Cycle Manager or SYSCOM
as dkected by project sponsor upon completion of

project.

b. One coDv of final moduct drawings and
specifications.

File with Project Case File under SSIC 3900.5 of this
instruction.

c. AU other cogies of drawings and specifications.

Destroy when no longer required for reference.

15. FEASIBILITY STUDY FILES. Files relating to
exploration of the feasibility of unsolicited proposals for
projects received from individuals.

a. AD~roved Prorsosals.

File in related project case file.

b. Reiected ProDosals.

Destroy 1 year after completion of investigation.

16. CONTRACTOR INDEPENDENT RESEARCH AND
DEVELOPMENT (fR&D) PROGRAM RECORDS.
Records created by contractor-funded research and
development not otherwise sponsored by a contractor
grant and falling under one of three broad categories;
basic and applied research, development, or systems and
concept formulation.

a. Technical evaluation summarv reoorts, Dotential
DON relationshiD determinations, cost classification
determinations, contractor technical rslans determined to
have Navv technical lead. Records accumulated by Navy
lR&D technical Manager.

Retire to nearest FRC when 3 years old. Destroy
when 11 years old.

b. Technical evaluation forms. technical evaluation
summarv rer)orts and related documents accumulated bv
evaluatin~ activities.

Destroy when 3 years old.

c. Contractor technical clans not containing Navy
lead responsibilities.

Destroy when 1 year old.

d. Navv IR&D Policv Council Records. Include
announcements of meetings, agendas, background
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material, briefing package& and minutes.

Retire to WNRC when 3 years old. Destroy when 25
years old.

17. RESEARCH CONTRACT OR AGREEMENT
FILES. Formal contracts or agreements with
universities, commercial concerns, individuals, and others
for research and development work and related papers.
(Exclude technical or scientific data furnished DON
under the terms of contracts or agreements.)

a. Case Files of Contracts and Am cements Relating
to Basic or Amfied Research which can be Identified as
Involving Sub.iect Matter Havims Potential for a Patent
Infringement Claim.

Destroy when 25 years old. (NC1-NU-81-3)

b. All Other Files.

Retire under appropriate section of SSIC 4200 of this
instruction.

18. LOGS OR OTILER CONTROL RECORDS.
Records for project task assignments, project approvals
or disapprovals, or research procurement justifications
and approvals.

Destroy when 2 years old or upon completion of
project, whichever is later.

19. ONR BRANCH OFFICES’ RECORDS.

a. GENERAL CORRESPONDENCE FILES AND
REPORTS OF ONR Branch Offices.

Destroy when 2 years old.

b. ONR Periodic Res)orts. Copies of reports
submitted to ONR, Washington DC or to other higher
authority and copies of reports received from other
branch otlices.

Destroy when 1 year old.

c. Status ReDorts. Reports submitted periodically by
contractors to report on progress of scientific projects.

Destroy when 2 years old or after technical report
has been issued, whichever is later.

d. Technical ReDorts. Reports submitted by
contractors upon completion of a particular contract or

of a project, contract phase, or when significant results

are to be reported. (Exclude master copies of reports
accumulated by ONR, Washington DC, and covered in
SSIC 3900, para. 12.)

Destroy when report or subject areas of reports are
no longer needed for reference.

e. DiSaI)DrOVedproDosak for Research projects or
Contracts. Correspondence and other documents relating
to rejected or disapproved proposals for research
projects. Proposals may be received from individuals,
commercial firms, private institutions, and others.

L%troy when 2 years old, provided the proposal is
still in a “rejected” status.

f. Corress)ondence Pertaining to General Naval
Research or Scientific Matters. (Exclude files not
relating to a specific project, contract, or proposal,

Destroy when 2 years old.

g. ONR Research Contract or Pro.iect Order Record
Cards and Subsidiary Contracts Control Cards. Index or
control record of each task, project order, or contract.
(See atso SSIC 4200.)

Retire under appropriate section of SSIC 4200 of this
instruction.

h. Contract and Purchase Order (Case) Fihx+
Original proposals, project justifications, correspondence,
and other documents pertaining to the award and
administration of contracts or orders, bids, receipt and
inspection papers.

Retire under appropriate section of SSIC 4200 of this
instruction.

i. Correspondence and Par)ers Pertaining to License
Matters Under SDecific Contracts. Includes patent
clauses thereunder, assignments, license approvals, and
agreements obtained.

Retain on board until 2 years after termination of
contract or of patent involved in agreement,
whichever is earlier, then retire to nearest FRC.
Destroy when 25 years old.

j. Patent Clause (Contract) Records. Card or other
index record of designated contracts containing patent
clauses, and of inventions reported, agreements obtained
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and assignments and ficenses approved thereunder.

Retain 2 years after termination of contract or 2
years after termination of patent agreement,
whichever is earfier,

k. General Corresr)ondence Files Accumulated by
ONR Branch OMces. FiIes pertaining to naval contract
matters and related functions. (Exclude correspondence
relating to specific contracts and tiled in contract case
files.)

Destroy when 2 years old.

1. Other Records Relating to Patents, Cor)vrights,
Inventions, and Trademarks.

Retire records under appropriate section of SSIC
5870 of thk instruction.

20. ORIGINAL COOPERATIVE RESEARCH AND
DEVELOPMENT AGREEMENTS (CRADA’S)
DOCUMENTS. (N1-NU-97-5 pending)

a. (M?inal Comr)leted and Acceoted CRADA’S.
CRADA’S are signed contractual agreements that the
Naval Research Laboratory (NRL) negotiates with
industrial, government or academic partners in order to
share or transfer technology or to cooperatively share or
exchange knowledge or information regarding research
or technical developments. NRL CRADA’S are joint
agreements established between the Laboratory, the
Navy’s corporate research facitity, under the authority of
Chief of Naval Research, and its partners. CRADA’S
are administered by and retained in the NRL Technology
Transfer OffIce.

Permanent. Cut off after date of final signature.
Retain on board for 5 years, then transfer to the
Wasldngton National Records Center. Transfer to
NARA when 25 years old. If the CRADA results in
the establishment of a research project case file, the
case file number should be recorded on the CRADA
document and a copy of it included with the project
case file.

b. CRADA Proiect Working Files. Records created
or received that document CRADA progress from
beginning to completion, or termination. Records
include, but are not limited to, proposals, project
planning and qualification records, start-up reports,
correspondence, budgetary documentation, and other
records accumulated in support of the CRADA.

Cut off when CRADA is completed and signed, or
terndnated. Transfer one record set to project
partner. Retain one record set on board for 3 years
before transfer to tbe Washington National Records
Center. Destroy when 10 years old.

SsK2m

GENERAL TEST AND EVALUATION RECORDS

1. TEST AND EVALUATION (T&E) POLICY FILES.
Records consist of correspondence files containing T&E
policy guidance, letters of instruction to activities with
T&E missions, program planning, and scheduling
information; program directives case files; and
procedural handbooks. These files are maintained by the
Assistant Secretary of the Navy for Research,
Development, and Acquisition, and tbe Director of Navy
Test & Evaluation and Technology Requirements (NI)91).

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

2. GENERAL TEST AND EVALUATION
CORRESPONDENCE FILES. General correspondence
files relating to all forms of test and evaluation of
weapons systems, aircraft, components, and equipment.
Records are maintained by SYSCOM, RDT&E facilities,
and evaluation elements of fleet commands.
Correspondence relating to a specific T&E project
should be filed in the T&E case file. Exclude
correspondence tile of COMOFl13VFOR filed under
SSIC 3980.

Retire to nearest FRC when 3 years old. Destroy
when 7 years old.

SSIC 3961

T&E MASTER PLANS (TF.MP’S)/T&E PLANS WE P’s)

1. The controlling T&E program management
document. Approved by CNO this document defines and
integrates test objectives, critical issues, system
characteristics, responsibilities, resource requirements,
and schedules.

a. CoDies maintained bv Lead T&E Activity.

File with Project Case File under SSIC 3971 for
DT&E or SSIC 3980 for OT&E.

b. CoDies maintained by all other activities,

Destroy when 5 years old.
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SSIC 3968

T&E RANGES RECORDS. Records relating to the
establishment and maintenance of ranges, range areas,
and test sites used in the testing and evaluation of systems
and equipment. Include maintenance and calibration
records for installed instrumentation and range safety
rules.

Destroy when 10 years old.

DEVELOPMENT T&E (DT&E) RECORDS

DT&E IS THAT T&E CONDUCTED THROUGHOUT
VARIOUS PHASES OF THE ACQUISITION PROCESS
TO INSURE THE ACQUISITION AND FIELDING OF
AN EFFECTIVE AND SUPPORTABLE SYSTEM BY
ASSISTING IN THE ENGINEERING DESIGN AND
DEVELOPMENT AND VERIFYING ATTAINMENT OF
TECHNICAL PERFORMANCE SPECIFICATIONS,
OBJECTIVES, AND SUPPORTABILITY. DT&E IS
PLANNED AND CONDUCTED BY THE DEVELOPING
AGENCY, USUALLY A SYSCOM.

1. DEVELOPMENT T&E PROJECT CASE FILES.
Records include test plans, interim and final reports,
associated summary data annexes, and project-related
correspondence. Files are usually maintained by
Program Managers.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

2. SUMMARIZED TEST DATA. Evaluated test data
not included in DT&E Project Case Files.

Retire to nearest FRC when 3 years old. Destroy
when M years old,

3. RAW DATA. Unevaluated data collected during
DT&E projects. Data may be in tabular, graphic, or
narrative form, or in electronic form on magnetic tape or
CD ROM.

Destroy when 10 years old.

4. TEST, EVALUATION AND INSPECTION
REPORTS. Copies accumulated by taboratories,
facilities, or contract offices in connection with their
research, development, and testing functions. Exclude
reports filed in project case files.

Destroy when 5 years old or when no longer needed
for reference, whichever is sooner.

SSIC 3980

OPERATIONAL T&E (OT&E) RECORDS

OT&E IS THAT T&E CONDUCTED TO DETERMINE
A SYSTEMS OPERATIONAL EFFECTIVENESS AND
OPERATIONAL SUITABILITY, IDENTIFY SYSTEM
DEFICIENCIES AND THE NEED FOR POTENTIAL
MODIFICATIONS TO MEET ESTABLISHED OT&E
THRESHOLDS, AND DEVELOP TACTICS. OT&E IS
CONDUCTED UNDER THE DIRECTION OF
COMOITEVFOR. INCLUDED IN THIS SECTION
ARE RECORDS OF 10T&E, FOLLOW-ON
OPERATIONAL TEST AND EVALUATION (FOT&E),
AND OPERATIONAL EVALUATIONS (OPEVALS).

1. COMOPTEVFOR PRIMARY PROGRAM
RECORDS. The correspondence file of
COMOPTEVFOR and other policy and procedural
directives, handbooks, and manuals issued to direct and
support the OT&E Program.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

2. OT&E PROJECT CASE FILES. Records include test
plans, interim and final reports, associated summary data
annexes, and project-related correspondence. Where
applicable the tile should contain Development Options
Papers, Tentative Operational Requirements, Operational
Requirements, Mission-Need Statement, Top-1evel
Requirements, Systems Concept Paper, Decision
Coordination Paper, Program Element Descriptive
Summary, Congressional Data Sheet, Computer
Resources Life Cycle Management Plan, Quick Look
Report, Vulnerability Assessments, Deficiency Letters,
and similar documents. This series may be retired and
transferred to NARA in archival microform. Original
documents may be destroyed after verification of the
microform copy.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

3. SUMMARIZED TEST DATA. Evaluated test data
not included in OT&E Project Case Files.

Retire to nearest FRC when 3 years old, Destroy
when 15 years old.
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4. RAW DATA. Unevaluated data collected during
OT&E projects. Data may be in tabular, graphic, or
narrative form, or in electronic form on magnetic tape or
CD ROM. Included in this series is data maintained for
OPTEVFOR by Naval Warfare Assessment Center
Corona (NWACC), NWS Seal Beach under “trusted
agent” memorandum of agreements.

Retire to nearest FRC when 2 years old. Destroy
when 10 years old.

5. OPTEVFOR TACTICS GUIDES (OTG).
Publications issued by COMOPTEVFOR which provides
baseline tactics for operational employment of new
weapons systems.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

a. CoDies held bv other activities.

Destroy when no longer required.

SSIC 3990

PRODUCTION ACCEPTANCE T&E (PAT&E)
RECORDS

PAT&E IS THAT TESTING AND EVALUATION
CONDUCTED ON PRODUCTION ITEMS TO ENSURE
SYSTEMS MEET CONTRACT SPECIFICATIONS AND
REQUIREMENTS. PAT&E IS PART OF THE DT&E
PROCESS AND RECORDS SHOULD BE FILED
UNDER SSIC 3970.
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CHAPTER 4
OW-Nu-S6-4)

LOGISTICS RECORDS

SSIC 4000-4999

THE RECORDS DESCRIBED IN THIS CHAP1’ER
RELATE TO ALL ASPECTS OF NAVY AND MARINE
CORPS LOGISTICAL OPEIWTION&THE
FURNISHING OF SUPPLIES, EQUIPMENT, AND
SERVICES (INCLUDING PERSONAL SERVICES TO
~ nPm’r&i13~ OF THE NAVY (DON)). THEY
RELATE TO PROCUREME~ CONTRACT
INSPECTION SUPPLY ISSUE AND DISTRIBUTION
SUPPLY EL4NDLIN~ PACKAGING AND STORAGE;
INVENTORY CONTRO~ TRAVEL AND
TRANSPORTATION (PASSENGER AND FREIGHT) ;
MAINTENANCE, CONSTRUCTION, AND
CONVERSION CURRENT PRODUCTION AND
INDUSTRIAL MOBILIZATION PLANNING; AND
FOREIGN MILITARY ASSISTANCE (MUTUAL
SECURITY AND MILITARY SALES). THESE
RECORDS ARE ACCUMULATED BY
DEPARTMENTAL AND FIELD SUPPLY,
PROCUREMENT, OR OTHER LOGISTICAL
ACTIVITIES OR OFFICES, OR OTHER
ORGANIZATIONAL UNITS.

SOME EXCEPTIONS TO DISPOSAL STANDARDS
ARE NECESSARY. REGARDLESS OF
AUTHORIZATIONS IN THIS MANUAL, RECORDS
DIRECTLY RELATING TO MAIT’ERS LISTED
BELOW WILL NOT BE DESTROYED UNTIL FJNAL
CLEARANCE OR SE’ITLEMENT OF THE CASE:

- AN OUTSTANDING EXCEPTION BY THE
GENERAL ACCOUNTING OFFICE (GAO);

- AN OUTSTANDING CLAIM FOR OR AGAINST
THE UNITED STATES;

1. PRIMARY PROGRAM RECORDS.
Correspondence, reports, studies, record copies of
instructions and notices, and other records that document
the eatablisbment, development, and accomplishment of
Navy md Marine tip (MARCOIWS) logistics poliaes,
plans, and programs. Programs documented include
procurement; contract inspection; supply issue and
distribution; supply handting; packaging and storage;
inventory contro~ travel and transportation;
maintenance, construction, and conversion; current
production and industrial mobilization pbumin~ and
foreign military asaktance. ‘l%ese records are maintained
by the Chief of Naval Operations (cNO), Naval Supply
Systems Command (NAVSUPSYSCOM), Headquarters,
U.S. Marine Corps (HQMC), the Awistant Secretary of
the Navy (installation md Environment) (ASSTSECNAV
I&E), and other Systems Comman da Headquarters.

Permanent. Retire to Washington National Records
Center (WNRC) when 5 years old. Transfer to
National Archives and Records Adminktration
(NARA) when 20 years old.

2. ACTIVITIES GENERAL CORRESPONDENCE
FILES. Files of all supply activities md offices

(departmental and field) of departments, divisions, or
other organizational units of activities and offices relating
to the operations. Records are accumulated in
connection with tbe routine, day-to-day, adminktr ation
and operation of Navy and MARCORPS logistics
programs. ‘llwae records accumulate primarily at
NAVSUPSYSCOM and MARCORPS field activities
responsible for implementing and administering policies
and programs establiabed by higher echelon oflicea, but
they may also be accumulated by higher echelon offices
responsible for Navy-wide policies and programs in
connection with their routine, day-to-day operations, as
opposed to their activities covered under paragraph 1.
(Exclude primary program records under SSIC 4000,
paragraph 1.)

Destroy when 2 years old.
- A CASE UNDER LITIGATION OR

- AN INCOMPLETE INVESTIGATION.

GENERAL LOGISTICS RECORDS

GENERAL LOGISTICS RECORDS

3. LOGISTICAL REPORTS. Reports relating to all
phases of logistics management (other than those
specifically covered elsewhere in this chapter) submitted
to or summarized in reports to higher authority.

Destroy when 2 years old.

4. BIOMEDICAL AND FACILITIES (BIOFAC)
SYSTEM. This system is comprised of the preventive
maintenance, emergency md service subsystem (PESS)
and the standard property accounting submodule (SPAS).
PESS providea an inexpensive means for scheduling
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preventive maintenmce and emergency service.
Maintenance tracking and history are supported for both
facility and biomedical activities. The SPAS submodule
is an interactive microcomputer-based property
accounting system for the management of medical and
dental equipment. System is maintained at Naval
Medical Data services Center, Bethesda, MD and
supporta all 28 naval hospitats.

a. Maste r file and histo rical data taDes.

Destroy after third system backup.

b. Immt data tmwa and Daoer record.

Destroy when no longer required,

c. Outout data and reDorts -commter outmt
microfilm (COM) and Daver.

Destroy when no longer required for reference.

d. Svstenm documentation to include description of
data elements. file Iavout. code books. and oDerators and
~ser manuals.

Destroy when superseded or no longer needed for
reference.

SSIC 4001

iMKM!Q2

LOANS OR TRANSFERS TO OR BY THE NAVAL
ESTABLISHMENT RECORD!$

1. LOANS OR TRANSFER RECORDS. ‘Ilmse records
pertain to loans or gifts to or by Navy activities
authorized by the Secretary of the Navy (SECNAV)
under 10 U.S.C. 7221 and 7546. FIks speci!icatty pertain
to acceptance and care for such gifts of silver and other
articles aa, in accordance with custom, are made to
vessels of the Navy, and return (lending or giving) of
these gifts to the original donors.

Permanent. Retire to nearest Federal Records
Center (FRC) when 2 years old. Transfer to NARA
when 20 years old.

2. GENERAL LOAN FILES. Records relating to loans
to or by Department of the Navy activities for all
property items other than those included under SSIC
4002, paragraph 1. Files include correspondence,
receipts, loan agreements, etc.

Destroy when property is returned to lending
activity.

SM!X!M

SCRAPAND SALVAGEABLE MATERIALS RECORDS
GIFIX TO NAVAL ESTABLISHMENT RECORDS.

1. PRIMARY PROGRAM RECORDS. Policy files
retating to acceptance of gifts for the benefit of, or in
connection with, the establishment, operation, or
maintenance of a school, hospital, library, or museum of
the Department of the Navy as authorized by 10 United
States Code (U, S.C.) 2601.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE. Files include
correspondence and other documentation on gifts
accepted or offered to the Department of the Navy
including gifts made specifically to the Naval Academy,
and the Naval Academy Museum, authorized by 10
U.S.C. 6973 and 6974, and to the Naval Historical
Center, authorized by 10 U.S.C. 7222; and acceptance of
gifts for the recreation, amusement, and contentment of
enlisted members of the naval service authorized by 10
U.S.C. 7220.

Destroy when no longer required for reference or
when 3 years old whichever is longer.

THESE RECORDS ARE ACCUMULATED BY
ACTIVITIES AND UNITS PERFORMING FUNCTIONS
RELATING TO THE HANDLING OF SCRAP AND
SALVAGEABLE MATERIALS. (IN NO EVENT MAY
DISPOSAL OF RECORDS BE MADE PERTAINING
TO ACCOUNTS, CLAIMS, OR DEMANDS
INVOLVING THE GOVERNMENT OF THE U.S.
WHICH HAVE NOT BEEN SETI’LED OR ADJUSTED
BY GAO WITHOUT WRITTEN APPROVAL OF THE
COMPTROLLER GENERAL, AS REQUfRED BY 44
U.s.c. 3309.)

1. SCRAP OR SALVAGEABLE MATERIAL
REPORTS. Copies of reports submitted to higher
authority and related correspondence and papers (other
than reports covered in SSIC 4010, paragraph 2).

Destroy when 2 years old.

2. RECORDS RELATING TO THE SALVAGE AND
DISPOSAL OF SCRAP BY PRIVATE CONTRACTORS.
Correspondence, declarations from contractors, invoices,
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memoranda approving payment, and other related and
supporting papers.

DeStrOywbetl 4 y~ old.
3. RECORDS REGARDING SALES OF SCRAP AND
SALVAGEABLE MATERIAL (Exclude records of sales
of real property-see SSIC 11011.)

a. Pros)ertv DiSDONdCorresoo ndence Files.
Correspondence files maintained by units responsible for
property disposal, pertaining to their operation and
administration, and not otherwise provided for.

Destroy when 2 years old.

b. Excess Personal Prooertv ReDorts.

Destroy when 3 years old.

c. Surdus ProDerty Case Files. Case files on sales
of surplus personal property, comprised of invitations,
bids, acceptances, tists of materials, evidence of sales,
and related correspondence.

(1) Transactions subsequent to July 25, 1974, of
more than $10,000; and trmsactions prior to July 26,
1974, of more than $2,500.

(a) Records on which actions are pending.

Destroy 6 years after final payment. Files on which
actions are pending should be brought forward to
next year’s files.

(b) Records on which no actions are
pending.

Place in inactive file on final payment and transfer to
FRC 2 years thereafter. Destroy 6 years after final
payment.

(2) Transactions subsequent to July 25, 1974, of
$10,000 or lesw md transactions prior to JUIY26, 1974,
of $2,500 or less.

(a) Records on which actions are pending.

Destroy 3 years after final payment. Bring forward
to the next year’s files for destruction therewith.

(b) Records on which no actions are
pending.

Close file at tbe end of each fiscal year. Destroy 3
years after file is closed.

EQUIPPING AND ALLOWANCE DOCUMENTS
fMARmE CORPS ONLY) RECORIX$

1, MASTER COPIES OF TABLES OF EQUIPMENT
AND TABLES OF ALLOWANCES.

a. FIeet Marine Force Activities.

Permanent. Retire to WNRC 5 years after issuance
of new tables of aUowance and equipment. Transfer
to NARA when 20 years old.

b. Non-Fleet Marine Force Activities.

Destroy when cancelled or superseded.

2. ROUTINE CORRESPONDENCE FILES. Files which
pertain to modifications of allowances for MARCORPS
equipment. Include correspondence received from
MARCORPS activities and responses by HQMC.

Transfer to WNRC when 3 years old. Destroy when
6 years old.

SS[C 4020-4029

PETROLEUM RECORDS

RELATED RECORDS UNDER SSIC 4021-NAVAL
PETROLEUM RESERVES, SSIC 4022-STRATEGIC
PETROLEUM RESERVE, SSIC 4023-SYNTHETIC
FUELS AND FUEL QUALITY, SSIC 4024-
PETROLEUM REQUIREMENTS, SSIC 4025-
PETROLEUM STOCKS, SSIC 4026-PETROLEUR4
MANAGEMENT, SSIC 4027-PETROLEUM
PROCUREMENT, AND SSIC 4028-PETROLEUM
CONSUMPTION SHOULD BE RETIRED TO FRC
UNDER SSIC 4020.

SSIC 4020

PETROLE UM RECORDS

1. MILITARY PETROLEUM SUPPLY PRIMARY
PROGRAM RECORDS. Files contain energy policy
documents and directives pertaining to petroleum
requirements, procurement, stock, consumption, and
reserves. Files also include documents pertaining to
international agreements and negotiating histories on
petroleum supplies. These files are maintained by the
Navy Petroleum Office and NAVSUPSYSCOM
Headquarters.
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Permanent. Retire when 4 years old. Transfer to
NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files and
reports relating to the internal operation and
administration of petroleum supply.

Destroy when 2 years old.

3. FUEL REPORTS. Reports prepared or accmmdated
by mititary petroleum supply activities at the department
level for fiel procurement management purposes.
Included are petroleum products status and program
reports, reports of bulk (fuel) liftings, and fuel
production or output reports (such as aviation gasotine
and alkaloid reports). (Exclude fuel reports filed under
SSIC 10340, paragraphs 1 and 3.)

(a) Summarv rem-mts.

Destroy when 5 years old.

(b) Activitv remrts including feeder reports used to
prepare summary reports.

Destroy when 2 years old.

4. SOURCE DATA FILES. Pamphlets, bultetins,
catalogs, and other publications industry analyses, copies
of statistical and analytical reports, and other similar
information materials and data pertaining to fiel
(petroleum) matters (incJuding production, usage,
consumption, export and import, and int et-national
commerce). These records are used only for reference
purposes and to facilitate planniig and local action for
the procurement and distribution of petroleum.

Destroy when superseded, cancelled, obsolete, or
purpose is served.

$SIc 4030-4035

PACKAGING RECORDS

RELATED RECORDS UNDER SSIC 4031-CLEANING,
SSIC 4032-PRESERVATION, SSIC 4033-PACKAGfNG,
SSIC 4034-PACIUNG, AND SSIC 4035-MARKINGS,
LABELS, AND DESIGNATIONS SHOULD BE
RETIRED TO FRC UNDER SSIC 4030.

SSIC 4030

1. GENERAL CORRESPONDENCE, REPORTS, AND
PAPERS. Documents accumulated by activities and
offices in comection with the routine operation and
admhistration of naval packaging programs and
tecbuiquea, including cteaning, preservations, pactdng,
marking, labeling, and material designation. (Exclude
primary program correspondence filed under SSIC 4000,
paragraph 1.)

Retire to FRC when 1 year old. Destroy when 3
yeiUS old.

2. OTHER PACKAGING RECORDS.

Destroy when obsolete or purpose is served.

SSIC 4040-4041

ADVANCED BASE PROGRAM RECORDS

1. GENERAL CORRESPONDENCE FILES. Files of a
routine nature pertaining to advanced naval bases. Files
pertaining to advanced base functional components as
described in the Table of Advmced Base Functional
Components (OPNAV 41P3). Files also include material
pbmning, procurement, assembly, and shipping of
material and personnel to satisfy facility support
requirements. Also includes initial outfitting lists.
(Exclude primary program correspondence filed under
SSIC 4000, paragraph 1.)

Destroy when 4 years old.

SSIC 4041

ADVANCED BASE FUNCTIONAL COMPONENT
RECORDS

1. ADVANCED BASE FUNCTIONAL COMPONENT
SYSTEM. System measurw planning, procurement,
assembly, and shipping of material and persomel that
are needed to satisfy facility support requirements.
Supports CNO requirement to maintain a detailed
Advanced Base Initial Outfitting List (ABIOL) for the
Naval Construction Force. System is maintained at the
Facilities Systems Office (FACSO) Port Hueneme, CA
and supports Construction Battalion Center (CBC) Port
Hueneme, CA; CBC Gulfport, MS; CBC Davisville, RI;
Fleet Material Support Office, Mechanicsburg, PA; and
Naval Facilities Engineering Command (NAVFAC-
ENGCOM) Headquarters.

GENERAL PACKAGING RECORDS
a. Master file and historical data tams.
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tiOy alter third S@?M backup. Destroy when no longer required.

b. Irmut data tawa and na~ er record.

Destroy when no longer required.

c. and reoorts-CO M and DSWr.

Destroy when no longer required for reference.

d. ~vstems documentation to include descrbtion of
data elements, file Iavout, code books. and oDerators and
gaer manua~.

Destroy when superseded or no longer needed for
reference.

2. TABLE OF ALLOWANCES SYSTEM (TOAS).
System fists required equipment and suppfiea for each
Naval Construction Facility, Provides a baseline for
calculating stock for NAVFACENGCOM ABIOL.
System maintained at FACSO Port Hueneme.

a. Master file and historical data taDes.

c. outDut data and reoo rts-COM and txmer.

Destroy when no longer required for reference.

d. ~atems documentation to
.

include deacsmho
. . n of

data elements. file Iavout. code books. and omwators and
-r manua~ .

Destroy when superseded or no longer needed for
reference.

SSIC 4045

NATO COMMON INFRAS TRUCTURE
PROGRAM/NATO LOGISTICS RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence refating to the providing of facifitiea,
utilities, and fixed equipment required to support
military forces acting under the North Atlantic Treaty
Organisation (NATO) Conunand. (Exclude primary
program correspondence filed under SSIC 4000,
paragraph 1.)

Destroy after third system backup.
Destroy when 2 years old.

b. hmut data taoes and Dauer record.

Destroy when no longer required.

c. Qutnut data and remwts-COM and Darer.

Destroy when no Ionger required for reference.

d. ~vstems documentation to include desmbtion of
data elements. file lavout. code books, and ooerators and
!l= r manuals.

Destroy when superseded or no longer needed for
reference.

3. lNVENTORY MANAGEMENT DATA BASE
SYSTEM. System contains 2C cog catalog items for the
Advanced Base Functional Component (ABFC) System
and TOAS. provides national stock numbers and
equipment category code levels. System maintained by
FACSO Port Hueneme and supports atl three CBCS.

a. Master file and hktorical data taoes.

Destroy after third system backup.

b. Immt data taves and Daver record.

2. GENERAL CORRESPONDENCE AND OTHER
DOCUMENTATION ASSOCIATED WITH THE
PREPARATION OF PROPOSED INFRASTRUCTURE
PROJECTS. F&a include plans, drawings,
specifications, work orders, and proposala.

Destroy when 5 years old.

3. INFRASTRUCTURE PROJECT
ACCOMPLISHMENT FILES. Contains periodic reports
on completion of Navy infrastructure projects and
progress toward completion of annual goals.

Destroy when project bas been audited and a
financial certification has been issued.

SSIC 4050

HOUSEHOLD GOODS AND PERSONAL PROPERTY
RECORDS

1. HOUSEHOLD GOODS CONTRACT FILES.
Contract records refating to the packing, shipment, or
storage of household and personal goods.

a. Case Files Relating to Transactions of $25.000 or
~.
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Destroy 3 years after completion of action.

b. Case Files Relating to Transactions of More than

CQ!l!l.

Place iD inactive file upon completion of action and
retire inactive file to FRC when I year old or no
longer needed for reference. Destroy when 6 years
md 3 months old.

c. Contracts. Purchase Orders. Procurement. or
Contract Docmne nt.q. Files other than those covered in
SSIC 4050, paragraphs la and b.

(1) When maintained for reference
(informational) purposea only,

Destroy upon completion of contractor when no
longer needed.

(2) When maintained for other than reference
purposes.

Destroy 1 year after completion of action on related
contract, subcontract, or other purchase document.

d. Procure ment of Contracting Officer’s ComDanv
~s. Correspondence between contracting officer and
companies. Included also are user comments or
complaints against contractors.

Destroy when superseded, cancelled or company is
removed from qualified bidder’s tist or other record.

e. Contract Control or Number Assh?nment Records.
Cards, logs, or other similar records used to account for
contract numbers assigned or as control or index record
of contracts, purchase orders, task orders, or subsidiary
contracts, or to control the distribution of contracting
documents, including records of contract modification
numbers.

(1) Master files used as cross reference indexes to
contract or purchase order files.

Destroy with related contract fiks.

(2) AU other records.

Destroy 1 year after completion of all listed contracts.

f. U.S. Government Tax ExemtXion Certificates.

2. HOUSEHOLD GOODS SHIPMENT FILES. BWS of
lading, shipment orders, and supporting papera retadng
to the packing and shipment of household goods and
other personal property.

Apply dispositions for shipment records under
appropriate subsection of SSIC 4610.

3. PERSONAL PROPERTY DISPOSAL (CASE) FILES.
Records relating to the receipt, storage, and diaposat of
lost, abandoned, or unclaimed personal property and
personal effects of deceased or missing persona, and
related cards or other index control records.

a. If Personal RoDsrtv and Effects are Returned to
Rooer Recioient.

Destroy 2 years after date of delivery.

b. If proDetiv is Unclaimed.

Destroy 5 years after property is sold or otherwise
disposed of.

c. If proDertv is Unctaimed Because Person *
Deceased or Missing.

Destroy 8 years after date of death or date of
determination that missing person is deceased.

$SIC 4060

PERSONAL SERVICES RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to internal operations and admhdstration of

.
spal services such as cafeterias, taundriea, COmmimary
storm, ship stores, Navy lodges, recreation timds, etc.
(Exclude primary records covered under SSIC 4000,
paragraph 1 and SSIC 7000, paragraph 1.)

Destroy when 2 years old.

b. MARCORI%.

Destroy when 3 years old.

2. FINANCIAL AND OTHER RECORDS OF
PERSONAL SERVICE ACTMTIES OPERATED
WITH NONAPPROPRIATED FUNDS.

Destroy when 3 years old. Apply appropriate subsection of SSIC 7010.
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3. OFFICIAL PERSONNEL FILES OF EMPLOYEES
OF ACTfVfTiES OPERATED WITH
NONAPPROPRIATED FUNDS. Less employees of the
Navy Resale System retired under SSIC 4066, parsgraph
2a.

Transfer to National Personnel Records Center
(NPRC), Civilian Personnel Records (CPR), St.
Louis, MO, 1 year after separation. NPRC wilt
destroy 75 years after birtb date of employee (60
years after the date of tbe earliest document in the
file if the date of bti cannot be ascertained) or 5
years after the latest separation, whichever is later.
(NC1-330-SO-3)

SSK4fM!

MESSES AND CAFETERIAS RECORIM+

1. ACTIVITIES RATION AND SUBSISTENCE
REPORTS. Reports and related records concerning the
requisition, receipt, log, issue, sale, transfer, and
inventory of subsistence; rations atlowed and fed;
computation of entisted dtig facitit y allowances; over or
under issue status; monthly records of rations and types
of personnel reports include the Quarterly Enlisted
Dining Facility Operating Statement with the required
consumption survey and transfer and inventory
substantiating documens the monthly Ration and Sales
Reports with required vouchers and bitling certifications,
md the monthly Special Meal Reports.

a. Afloat Activiti~.

Destroy when 1 year old.

b. Ashore Activities.

DeStrOywheII 2 y- old.

c. Marine Corn%.

(1) Original and dupticate Quarterly Subsistence
Operational Analysis Reports (SOAR) and the Quarterly
Subsistence Mnancial Reports (QSFR) with atl supporting
documentation.

hStrOy WhC%l2 YS$USold.

(2) Subsistence reports and related records not
necessary as backup documentation to the SOAR or
QSFR. This includes records concerning requisition,
receipt, issue, date, transfer and inventory of subsistence,
meal verifications and fed reports.

Destroy when 6 months old.

2. REFERENCE FILES. Copies of uniform ration laws,
Navy food service publications, Armed Forces Product
Evaluation Committee Reporta, food item specifications
and standards, recipe% menus, and publications,
catatous, bulletins, brochures, and papers relating to
provisions, rations and subsistence and used only for
reference or to faalitate local operation.

Destroy when superseded, cancelted, obsolete, or no
tonger needed for reference.

3. RECIPE AND MENU PRICING SYSTEM ~).
The system bas a master file which contains all recipes
used in Navy MW Halls. Pive rePorta are available as
output. ‘Ihey provide: (1) an audit Ii.Werror list of aU
input transactions; (2) a tist of all recipes on the master
file; (3) the ingredients for each recipe and tbe price of
each ingredient; (4) the portion per m ~d =~g
price for each recipdit~ and (5) the calculation and the
list of components for the basic daily food altowance.

a. Maste r file and historical data taues .

Destroy after third system backup.

b. Intwt data taues and ~ane r reco~.

Destroy when no longer required.

c. Outwt data and reoorts-COM and Daner.

Destroy when no longer required for reference.

d. Svstenks documentation to udeincl description of
data elements. file Iavout, code books. and omrators and
user manuats.

Destroy when superseded or no longer needed for
reference.

4. MARINE CORPS FINANCIAL MANAGEMENT
INFORMATION SYSTEM. Thii SyStl?mstandardkes
and automates garrison messhaU procedures for
requisitioning, storing, preparing, serving, and
accounting for subsistence supplies.

a. Master files and historical data tapes.

Destroy after third system backup.

b. Input data tapes and paper records.

Destroy when no longer required.
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LAUND RY RECORDS

1. RECORDS OF LAUNDRY AND DRY CLEANING
E~ABLISHMENTS OPERATED WITH
APPROPRIATED OR NONAPPROPRIATED FUNDS.
Records include internal operating and production
records such as dry cleaning and laundry receipts,
delivery records, pick-up records, daily or other
production records and similar papers.

DeStrOywha 2 y- old.

SsK2!w

COMMISSARY STORES RECORDS

1. GENERAL CORRESPONDENCE FILES, Files
include reports and related papers, concerning the
internal operation md adndniitration of commissary
store functions and copies of monthly operating reports
submitted to higher authority.

Destroy when 2 years old.

2. COMMISSARY STORE RETURNS. Returna include
records of the commissary store officers, manual store
returns for each accounting period, and Summarizing
sales and receipts or procurements of supplies. (See also
SSIC 7323.)

Dedroy when 3 years old.

SSIC 4066

EXCHANGES RECORDS

1. ADMINISTRATIVE FILES. Correspondence,
reports, and other records pertaining to the general
admkdatration of exchanges.

a. General Correwondence Files. Fllea include
advisory notices such as merchandise advisory notice and
Sundry Advisory Notice (SS 1S6).

(1) Advisory notice filed with related record.

Destroy with related record.

(2) Records documenting the overaU
administration of the exchange.

Destroy when 4 years old.

b. Custo mer ComDbu“nt Corremo ndence.

Retire to nearest FRC when 1 year old. Destroy
when 4 y- old.

c. ADDhStiOn for Navy Exchange l%ivikms.

Destroy when files have served their admkdatrative

Pm-Wse.

d. conies of Reauest for Promsak% and ProDoSal
Contract Amendments. and Various Standard &!I%’IC!2#

.

Schedub. Services include laundry and dry cleaning,
gasoline, barber, bakery, optical, etc.; contract forms for
vending operations and equipment rental agreements
maintained by aervicea department; and copies of
maintenance agreements maintained by maintenance
departments.

Destroy 1 year after completion of action on related
contracts.

e. Standard Navv Exchange Forms Reauisition&
Reauests for WIuinment. and !%m Requisitions.

DeStrOywhen 1 y= old.

f. Card or Other Control Records. Records include
number control record of purchase request or goods
received, number old control records of
vehiclehnaintenance work, and signature cards.

htiOy when 2 yeltl%old.

g. Exchange Securitv Records. Records include
monthly security reports.

~tiOy when 2 yelll%old.

2. PERSONNEL FILES. Correspondence, group
insurance forms, and other records relating to exchange
employees.

a. EmDlovee official Personnel File. ~lle includes
such records as termination interviews, persomel
information questiomairea, personnel action requests for
payment-death benefit, designation of beneficiarydeath,
employee leave, notice of claims, attending physician’s
statement, return to work notices, designation of
beneficiary for unpaid compensation, persomel
requisitions, group hospital insurance, group catastrophe
and comprehensive medical expense benefit, and
application for participating in Navy Exchange Service
Command (NEXCOM) retirement plan.

Transfer to NPRC (CPR), St. Louis, MO, 30 days
after separation. NPRC will destroy 75 years after
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bti date of employee (60 years afler the date of the
earliest document in the file if the date of birth
cannot be ascertained) or 5 years after the latest
separation, whichever is later. (NCI-330-SO-3)

b. N~ m S) Enrolbnent Reauest-
f%lf Studv Course and Training Records.

Destroy when 60 days old or purpose is served,
whichever is earlier.

c. Absence Authorization SliDS.

(1) If the timecard has been initialed by the
employee.

Destroy at the end of the applicable pay period.

(2) If the timecard has not been initialed by the
employee.

Destroy after GAO audit or when 3 years old,
whichever is eartier.

3. PAYROLL FILES. Records relating specifically to
exchange payrolls.

a. Emr)lovee Earnimts Records and Emdovee
PavroU EarninEs Recor@

(1) Security copies of documents, prepared or
used for disbursement by treasury disbursing officers,
with related papers.

Destroy when FRC receives second subsequent
payroll or checklist covering the same payroU unit.

(a) Payroll preparation and processing
copies.

Destroy after GAO audit or when 3 years old,
whichever is earlier.

(b) AU other copies.

Destroy 6 months after the end of the pay period.

(2) Flexitime attendance records. Supplemental
time and attendance records, such as sign-inhign-out
sheets and work reporta, used for time accounting under
the flexitime system.

Destroy after GAO audit or when 3 years old,
whichever is earlier.

c. Pavroll Savimw Authorisations and Machine
Lktinm of Annual EmDlovee Pension Contribution.

(1) U.S. Savings Bond AutborisStiOII (Standard
Form (SF) 1192) or equivalent, and authorisation for
individual allotment to the Combmed Federal campaign
(CFC).

(a) If record is maintained on earning
record card.

Destroy when superseded or after separation of
employee. If employee transfers within an agency or
between agencies, these authorisations must also be
transferred. See Treasury Fiil Requirements
Manual, par. 6020.20e far instructions relating to
savings bonds authorisations, and Federal Peraannel
Manual (FPM), Chapter S50, Subchapter 3, Part 8,
for instructions relating to CFC Authorisations.

(2) AU other copies.
(b) If record is not maintained elsewhere.

(a) If earning record card is maintained.

Destroy after GAO audit or when 3 years old,
whichever is earlier.

(b) If earning record card is not maintained.

Transfer to NPRC, St. Louis, MO, when 3 years old.
Destroy when 10 years old.

b. Overtime Authorizations.

(1) Forms such as Time and Attendance Report
(Optional Form (OF) 1130) or equivalents.

Destroy 3 years after supersession, or 3 years after
separation of employee. See SSIC 4066, para.
3c(l)(a) for transfer instructions.

(2) All other authorisations, including union duczs
and savings.

(a) If record is maintained on earning
record card.

Destroy when superseded or after transferor
separation of employee.

m) If record is not maintained elsewhere.
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Destroy 3 years after supemession, or 3 years after
transfer or separation of employee.

d. Retwrt of Current Period Hours and Other
Earnimzs.

f)eStrOy when 2 yelUS old.

e. Tax Wlthholdinu Exemotion Certificates.

Destroy 4 years after cancelled or superseded by new
certificate.

f. Timecards. Pavro U Registers. PavroU Checks and
Reizistem. Pavro U Accoun tins Distribution md Analvsis
Reoorts. Pavro IIVoucherst Casua l/Advance EmD]ovee
Pav. and Emdovers’ Ouarterlv Federal Tax Return.

(1) Withholding tax exemption certificates such
as Internal Revenue Service (IRS) Form W-4 and similar
state tax exemption forms.

Destroy 4 years after form is superseded or obsolete.

(2) All other records.

4. MERCHANDISE INVENTORY FILES. Files of
detailed supporting documents pertaining to merchandise
inventories at exchanges such as merchandise transfers
‘out, ” merchandise transfers “in,” interexchange
transfers and seasonal merchandise transfers;
departmental summary records for net transfers,
departmental physical inventories, and retail price
changes; adding machine tapes of total cost and total
retail value or transfers; retail transfer summaries; price
line inventory sheets and retail inventory records;
location accountability reports; inventory aging
summaries and merchandise inventory summaries;
inventory affidavi@ inventory count sheets and
department ~~y sheets; and work in process folders
containing inventory sheets, shipping labels, and machine
record Iisdngs of units sold, purchased, and in stock.

-Oywbt312 YMI’Sold.

5. REPORT OF GOODS RECEIVED FILES. Records
relating to the receipt of merchandise, including copies of
reports of goods received, supplemental records of goods
received, and applicable shipping documents; tracer
inquiries and merchandise follow-up requests md other
documents related to the follow-up of merchandise
shipments.

-Oy wbl 2 YM13 old.

6. STOCK CONTROL FILES. Records used by
management for the control and procurement of
merchandise stores at warehouse and on the sales floor.

a. Stock Control Records. Unit merchandise
records, stock record cards, stock replenishment cards,
unit reorder records, and vendor procurement records.

Destroy when 2 years old.

b. Location Distribution Records.

Destroy when 1 month old or purpose is served,
whichever is earlier.

7. OPERATIONS FILES. Records relating to the
reporting of planned and actual exchange operations.

a. Ooen-twBuv Records. Open-to-buy plans, open-
to-buy status reports, preliminary departmental operating
statements, operating statements, reports of departmental
operations-retail, reports of departmental operations-
servic=, and distribution of exchange net profit.

Destroy when 2 years old.

b. sbioment Salea Renorts and Listkms of Onen
Orders—.

c, Cornnarison of Demwtmental Omrations and
Comparison of OveraU Operations.

(1) Fiscal year-end copy.

DeStrOywheIl 5 y~S old.

(2) other Copies.

Destroy when purpose is served.

d. Oneratim Budgets and Pbms for Retail and
Service Wx3rtments.

Destroy upon receipt of statements.

8. SALES AND CASH FILES. Records relating to
sales, cash control, and disbursements of exchange
operations.

a. CoDies of Listinas of Cash Receivetj.
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Destroy when 3 months old.

b. &Iles Tallies, Sales Sha for Retail Items of

P5.M or More. Packaae Sto e Sar lea SIios. SaIeaoersons
Dailv cash Reoorts. and Returned Merchandise Credi~
Invoic~.

DeStrOywhen 1 y~ old.

c. @w k Rtister Tran smittal Reoorts. Sa e+mer1 sons
Dailv Cash Renorts. DaI“Ivsales summa ries. Dalvcasb“1
Retwrts. sales Summarv Worksbeets. Cost of sales
Worksb~ Pavments Receiots. Overring and
Refund Memos. cash vouchers.Analvses of Returne(l
checks. Sales fnvoic es for uniformsand Uniform
Accessories. Men’s/Women’s Ea uioment Orders, Mailing
Labels and Mte abr “on Work Tickets.

Destroy when 4 years old.

d. tiD ies of Lavawav Tickets.

DeStrOywkl 2 y-S old.

9. MAINTENANCE FILES. Records pertaining to
utilization, operation, and maintenance of automotive
vehicles and preventive/corrective maintenance programs,
alterations, and authorized construction.

a, Mainten ante Managers Seuu“-Annual Vehicle
Reoo rts. Driver’s Weeklv Vehicles Renorts. Vehicle
Maintenance Reoair Orders. Vehicle Maintenance
Reoues ts. Maiitenanw Re~ir Orders, Maintenance
R~ !4 h]
Maintenance Department Statistical Data. and Master
Work Order Register.

Destroy when 1 year old.

b. Exchange Summary of FacNitv Improvements
I%oiect Reauest Evaluation and Determinations. Project
Post Audits. Facilitv Inmrovement Reau@s, and
Ea Uimnent$.

Destroy when 2 years old.

10. INSURANCE FILES. Correspondence and other
records, including such records as loss or damage claims,
copies of notice of claims, attending physiaan’s
statements, and return to work notices; reports of loss in
overseas transshipment via Military Sealift Command
(MSC) space charter or commeraal vessel, uninsured
parcel post loss reports, equipment loss reports, cash md
merchandise loss reports and automotive collision loss
reports; employer’s first reports of iqjury or occupational

disease; group insurance enrollment cnrds;
unemployment compensation for Federal employees;
verification of wage and separation information, and
request for information or reconsideration of Federal
findings; operator’s reports of motor vehicle accident,
automobile accident or loss notices, and tiabitity accident
notices.

Destroy when 3 years old.

11. SERVICE DEPARTMENT OPERATING FILES.
Records relating to services performed, operating and
coat reports, unit and cost control records, and records of
personalized services.

a. Auto Service and ReDSir Job Sheets. Files
include receipt and miscellaneous service records, daily
reports of operation-service station and pump island
cash shee@ department daily cost controls, monthly cost
control summaries, unit control records, items cost cards,
and batch control cards; summaries of vending costs,
monthly vending machme reports, vending machine
reports, vending machine cash control records, and
vending machine cash control slips; monthly sales outlet
report and monthly laundry and dry cleaning reports;
monthly tailor shop daily work process reports; overseas
automobile sales program information and rental
registers, personalized services reports, and daily sales
transcripts.

(1) Interim Report.

Destroy when 90 days old.

(2) AU other records.

DeStiOJ’ wht20 1 y- old.

b. Navv Lodge Registrations.

tkStrOy when 1 y- old.

c. Coni es of Child Care Center Prmzram Records.
Records relating to personal and medical information
such as statements of admission physical reports,
personnel data cards, personal reds, personal health
records, report of annual physical examinations, and pre-
employment physical-physician’sreport.

Destroy when 2 years old.

12. PAID INVOICE FILES. Correspondence and other
records relating to the procurement and payment of
merchandise for exchange operations. Included are such
records as copies of vendor’s invoices, remittance
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statements, charge-backs, credit memos, purchase orders
(SS 101, copy 3, only if entire order is cnncelled).
cancellation notices, approved invoice registers and
central imprest account remittance statement and checks.

(1) Retail Price changes (SS 111, copy 3).

Destroy when 1 month old.

(2) cancellation Notices (SS 102, copy 2).
~Oy whl 2 yelUS old.

Destroy when action completed.
13. ACCOUN’ITNG FILES. Records relating to the
financial management of Navy and MARCORPS
exchange operations consisting of reports, documents,
end of voyage returns, and machine rword listings.

a. R#e r of Accounting Transactions.

Destroy upon receipt of Detail Ldger at end of
month.

b. Reoort of Accounting Documents Transmitted (SS

m.

(3) AU other MSC exchange accountability
records.

DeStrOywb(xl 3 ye$ll%old.

e. Current Fixed Asset Record cards (sslq.

Forward with item when it is transferred to mother
activity. Destroy 1 year after item becomes obsolete
or is soldhcrapped.

f. Transfer Detiverv ReceiDt$
Destroy when 1 year old.

Destroy when 3 months old.
c. CoDiea of Statement of Account Balances.

Records include detailed supporting statement, accrual
reports, fiscal year-end check lists of accounting
documents, statements of accounts receivable,
cancellation notices, chargebacks, credit memos, retail
price changes, merchandise transfers, ledger sheets,
detail ledgers, journal vouchers, accrual journal
vouchers, advisory notices, analysis of account, returned
checks, layaway sdea, daily reconciliations, journal
vouchers; copies of reports of sales and expenditures in
foreign countries, and machine listings of fixed assets.

(1) Retail Price change (SS 111, copy 3).

Destroy when 1 month old.

(2) Cancellation Notice (SS 102, copy 2).

Destroy when action completed.

(3) AU other records,

Destroy when 3 years old,

d. Militarv Sealift Command (MSC) Exchangg
Accountability Recor@. Records including end of voyage
returns, month-end documents and other related records
such as daily sales reports, cash register reports, check
remittance reports, price adjustment vouchers, multi-
purpose forms, end of voyage accountability reports, and
statements of work performed-civilian exchange location
officer.

g. Remittance Correction Reauests and Adiustmen~
Records-Uniform and EauiDment.

Destroy when 1 year old.

SHIPS STORES AFLOAT RECORDS

1. GENERAL CORRESPONDENCE FILES. Reports
and related papers concerning the operation and
administration of ships stores functions.

Destroy when 2 years old.

2. SHIPS STORES RETURNS. Returns for each
accounting period and summan “zing sal~ and receipt or
procurement of supplies.

Destroy when 2 years old.

SSIC 4069

$PECIAL SERVICES RECORDS

SPECIAL SERVICES, SOMETIMES REFERRED TO
AS WELFARE AND RECREATION ACTIVITIES, ARE
LOCAL COMMAND ORGANIZATIONS
ESTABLISHED TO PROVIDE A BROAD SPECTRUM
OF RECREATIONAL AND ENTERTAINMENT
ACTMTIES AND OPPORTUNITIESS FOR NAVAL
PERSONNEL AND THEIR DEPENDENTS.
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NONAPPROPRIATED FUNDS, SUCH AS NAVY
RESALE SYSTEM AND SHIPS STORES AFLOAT
PROFITS, ARE ALLOCATED TO THESE
ACTMTIES.

1. GENERAL CORRESPONDENCE, REPORTS,
MINUTES, REVIEWS, AND SIMILAR RECORDS.
Records relating to internal operation and
administration.

DeStrOyWheO2 Yc?4WSold.

2. INTERNAL PROGRAMMINGG MATERIALS AND
UTILIZATION RECORDS. Records include program
SChedUk%,promotion bulletidpamphlets, and similar
records.

Destroy where 1 year old or purpose is served,
whichever is earIier.

3. CUSTODY RECEIPTS. Receipts pertaining to
inventory, checkout, or issue of equipment.

a. If Reouired for AudWInventorv Purwses.

Destroy when 1 year old.

b. If not Reuuired for Audit/Inventorv Pumosea.

Destroy when 3 months old.

4. MOTION PICTURE OPERATIONS RECORDS.
Records include logs, inspection, and transfer reports,
inventories, and similar records.

Destroy when 1 year old.

5. OTHER REPORTS (not covered elsewhere).

DeatroY when 2 years old.

Ss&?QM!

MOBILIZATION LOGISTICS RECORDS

1. PRIMARY PROGRAM RECORDS.
Correspondence, reports studies, and other records that
document the establishment, development, and
accomplishment of naval war reserve policies, plans, and
progrfuus. These records are maintained only by CNO
(N4), Commandant of the Marine Corps (CMC), and
NAVSUPSYSCOM-designated program managers.

Permanent, Transfer to WNRC when 5 years okl.
Offer to NARA when 20 years old.

2. ACTIVITIES GENERAL CORRESPONDENCE
FILES. Files of all activities and oflkea (departmental
and field) and departments, divisions, or other
organisational units of activitie9 or officed relating to the
operations and administration of the war reserve
program. (Exclude records covered under SSIC 4080,
paragraph 1.)

Destroy when 2 years old.

3. WAR RESERVE REPORTS. Reports relating to all
phases of the war reserve program. Submitted to or
summarized in report to higher authority which include#
Prepositioned War Reserve Stock Material (PWRSM)
Financial Readineas Status Reporta; Propositioned War
Reserve Readiness Reports (NAVSUPSYSCOM Report
Control Symbol (RCS) 4080-3).

Destroy when 3 years old.

SSIC4081

LOGISTICS SUPPO RT PLANS AND POLICIES
RECORDS

1. LOGISTICS SUPPORT PLANS AND POLICIES
RECORDS. Records include areas of Logistics Support
Mobilisation Plan (LSMP), Continuity of Operation Plan
(COOPLAN), and emergency plans and duplicate
records. (Exclude primary program records maintained
by designated program managers under SSIC 4080,
paragraph 1.)

Destroy when cancelled or superseded.

SSIC 4082

LOGISTICS SUPPO RT REOUIRE MENTS RECORDS

1. LOGISTICS SUPPORT MANAGEMENT RECORDS.
Records containing information regarding logistics
support requirements. (Exclude primary program
records maintained by designated program managers
under SSIC 4080, paragraph 1.)

Destroy when cancelled or superseded.

2. COMPUTERIZED WORKLOAD PROJECTION
AND BUDGETING SYSTEM (CWPABS). A
standardised workload and budgeting system that
facilitates long-range planning md rapid interchange of
information between tbe Naval Aviation L@stica Center
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(NAVAVNLOGCEN) and the Naval Aviation Depots
(NADEPs). CWPABS consists of 4 subsystems:
Workload subsystem, capacities and allocation subsystem,
ratea development subsystem, and pricing subsystem. A
Navy-wide system maintained at Naval Avionics Center
(NAVAVIONICCEN), Indimapolis, IN.

a. Master file and historical data taDes.

Destroy afker third system backup.

b. hmut data tams and uaDer record.

Destroy when no longer required.

c. Outnut and reuorts -COM and naoer.

Destroy when no Ionger required for reference.

d. $$YStekDSdocu mentaO“onto inc Iude descrirXion of
data elements, file layout, code books. and oDerators and
yser manuals.

Destroy when superseded or no longer neded for
reference.

3. METROLOGY AUTOMATED SYSTEM FOR
UNfFORM RECALL AND REPORTING. System
provides partiapating activities with a standardized
system for the recall and scheduling of test and
monitoring systems @AMS) and metrology standards
into calibration facititiea and for the documentation of
data pertaining to calibration actions performed by these
activities. The system providea for the collection,
correction, analysis, and coUation of data as distribution
of data products to requiring activities. A Navy-wide
system maintained at NAVAVfONICCEN, Indianapolis,
IN.

a. Master file and historical data tams.

Destroy after third system backup.

b. Itmut data taoea and DaDer record.

Destroy when no longer required.

c. olltDUt and reoorts -COM and DaDer.

Destroy when no kmger required for reference.

d. $Vstems documentation to include descrbtion of
data elements. file layout. code books, and oDerators and

Wer manuals.

Destroy when superseded or no longer needed for
reference.

4. SUPPORT EQUfPMEIVf’ RESOURCES
MANAGEMENT INFORMATION SYSTEM (SERMLS).
A multi-command online aviation information system to
replace the Aircraft Maintenance Material Readineas List
(AMMRL) and the Support Equipment Rework Depot
Level and ‘lhnaaction Reporting/Asset Query System
@RAQS). SYsteIUmaintained by NAVAVIOIWCCEN at
the Naval Computer and Telecommunication Stations
(NAVCOMTELSTA), New Orleans links the Naval Air
systems Comman d (NAVAHMYSCOM) Headquarters;
Chief of Naval Rezerve; Comman der Naval Air Force,
U.S. Atlantic Fleet (COMNAVAIRLANT); Commander
Naval Air Force, U.S. Pacific Fleet (COMNAVAIRPAC);
NAVAVNLOGCEN Patuxent River; and Chief of Naval
Air Training, Corpus Chriati, TX.

a. Master file and historical data taueq.

Destroy after third system backup.

b. Inmt data taDea and IMUer record.

Destroy when no longer required.

c. outmt and remwts-COM and Daoer.

Deztroy when no longer required for reference.

d. !%tems documentation to include deacriution of
data elements. file lavout. code books. and oDerators and
yser manuals.

Destroy when superseded or no longer newled for
reference.

5. AIRCRAFT RESOURCES MANAGEMENT
SYSTEM (ARMS). System providea for the efficient
coUection, manipulation and presentation of data
associated with the aircraft resources of the Naval Air
Tezt Center (NATC). The parameters addressed by the
system are: aircraft utilization, flight crew utilization,
and expense of aircraft. System supports NATC
Patuxent River, ML$ Naval Air Station (NAS) Point
MUW, C~ and CNO (N88).

a. Master file and historical data taoes.

Destroy after third system backup.

b. Immt data taues and Daner record.

Destroy when no longer required.
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c. @tQ@ ~d renorts-CO M and Daoer.

Destroy when no longer required for reference.

d. tistems docume tatn ion to include descn“Dtionof

data e-ts. fite Iavout. code books. and owrators and

~.

Destroy when superseded or no longer needed for
reference.

6. GROUND SUPPORT EQUIPMENT DEPOT
REWORK MANAGEMENT AUTOMATIC DATA
PROCESSING (ADP). System provides depot capability
tracking, aircraft rework scheduling, rework status
repxting, cost accounting, and rework budget data
presentation, System supports: NAVAIRSYSCOM
Headquarter NADEP Alameda, CN NADEP San
Diego, CA, NADEP JacksonviUe, FL; NADEP Norfotk,
V* NAVDEP Pensacola, FL; and NADEP Cherry Point,
NC.

c. OutOut md reoorts-CO M md mmr .

Destroy when no longer required for reference.

d. $VStl?UMdocument ation to include descnm
. .

on of
data elements file tavout. code boo ks. and OM ators am!r

~!s.

Destroy when superseded or no kmger needed for
reference.

8. NAVAfRSYSCOM INDUSTRIAL FfNANCL4L
MANAGEMENT SYSTEM (TWIT@. system consists of
seven separate but interrelated subsystems designed to
provide a standard financial management system at the
six NAf)EPs. Budget data and performance standards
are integrated with the accounting system to provide
management officials of the NADEPs with required data
and reporta. System has the capability to compare costs
among the various rework facilities.

a. Master file and historical data taoea.
a. Master file and historical data w .

Destroy after third system backup.
Destroy after third system backup.

b. Inr)ut data ta oes and Dauer record.

Destroy when no longer required.

C. oUtDUt IUId reoorts -COM and nauer.

Destroy when no longer required for reference.

d. ~sta docume ntation to include descrbtion of
data elements. file tavout. code books. and ooerators and
user manua ts.

Destroy when superseded or no longer needed for
reference.

7. INFORMATION REQUIREMENTS CONTROL
AUTOMATED SYSTEMS (IRCAS). System maintains a
data bank of all aviation Iogistica reporting requirements
levied by activities subordinate to CNO. System
maintained by NAVAIRSYSCOM.

a. Mast er file and historical data times .

Destroy after third system backup.

b. hmut data tam%and wme r recor~.

Destroy when no longer required.

C. oUtDUt and reoo rts-COM md M= r.

Destroy when no Ionger required for reference.

d. Svstem documentation to include deacriotion of
data elements. file lavout, code books. and ooerators and
user manuats.

Destroy when superseded or no longer needed for
reference.

9. NAVAL AVIATION LOGISTICS COMMAND
MANAGEMENT SYSTEM MODULE 1. system is
designed to eatabiisb and maintain an integrated
maintenance and material computer-based management
information system that executes the policy of the Naval
Aviation Maintenance Plan System (NAMPS). m
Management Information System (MIS) will serve the
maintenance activities at the organizational and
intermediate command Ievek, together with the
associated support activity.

b. InDut data tams and Daoer record. a. Master file and historical data tam%

Destroy when no longer required. Destroy after third system backup.
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b. hmut data taoes and DaDer record.

Destroy when no longer required.

c. Outout and reoorts-COM and oauer.

Destroy when no longer required for referemce.

d. &lystemsdocume tatin “onto include deacrbti “onof
$ata eIememts, file laYout. code books. and ooerators and
vser manuals.

Destroy when superseded or no longer needed for
reference.

10. STANDARD ACCOUNTING AND REPORTING
SYSTEM (STARS), System provides IUAVAIRSYSCOM
managers with financial information required to manage
pr~-. - tiform accoudng system provides
current financial status for all appropriations:
Procurement; Operations and Maintenance, Navy
(O&MN); Operations md Maintenance, Navy, Reserve
(O&MN,R); and Research, Development, Test and
Evaluation, Navy (lU)T&E,N).

a. Master file and historical data tam?q.

Destroy after third system backup.

b. Immt data taDes and wtv er record.

Destroy when no longer required.

c. Outmt data and rewrta -COM and Darter.

Destroy when no longer required for reference.

d. Sv*e~ d~u mentation to include descrimion of
data elements, file Iavout, code books, and oDerators and

Y* rman uals.

Destroy when superseded or no longer needed for
reference.

11. TRANSACTION REFORTING/ASSETS QUERY
SYSTEM ff’RAQS). Au online data base system
designed to assist COMNAVAIRLANT and
COMNAVAIRPAC in the distribution of support
equipment assets; to provide users with online acceas to
the in use inventory TRAQS data base via terminal,
allowing them to update the database as transactions
Occur.

a. Master file and historical data tanes.

Destroy after third system backup.

b. fmut data tam!a and naoer record.

Destroy when no longer required.

c. Outout and reDorta-COM and Dawr.

Destroy when no longer required for reference.

d, %tems doc umentation to include dearrirXion of
data elements. file lavout. code books. and ooeratora and
user manuals.

Destroy where superseded or no longer needed for
reference.

12. WORKLOAD CONTROL SYSTEM (WCS). The
mqjor uniform command management information
system supporting the six NADEPs in performing the
depot maintenance fimctions for aircraft, engines and
their components and accessories, ground support
equipment, trainers, and training equipment.

a. Master file and hktorical data tam%

Destroy after third system backup.

b. Immt data taoes and Daner record.

Destroy when no longer required.

c. Outmt data and remrts -COM and Daoer.

Destroy when no longer required for reference.

d. Svste ms documentation to inctude desc riDtion of

data elements. file lavout. code books. and onerators m~
user manuals.

Destroy w?w superseded or no longer needed for
reference.

SSIC4100-4109

GENERAL CONSERVATION AND UTILIZATION OF
MATERfAL AND RESOURCES (INC LUDE BASIC
MATERIALS) RECORDS

THE RECORDS IN THIS (4100-4109) SERIES ARE
RELATED TO GENERAL CONSERVATION AND
UTILIZATION OF MATERIAL AND RESOURCES
(INCLUDE BASIC MATERIALS) RECORDS ~
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INCLUDE ENERGY CONSERVATION AND
INTEGRATED LOGISPICS SUPPORT RECORDS.

Ss!Qu!M

coNSERVATION AND UT ILIZATION OF MATERIAL
AND RESOURCES (INCLUDE BASIC MATERIALS)
REco~

RELATED RECORDS UNDER SSIC 4105-
INTEGIUTED LOGISTICS SUPPORT SHOULD BE
RETIRED UNDER SSIC 4100.

1. COPIES OF REPORTS SUBMITTED TO HIGHER
AUTHORITY. Reports relating to conservation and
utilization of material resources program dealing with
energy conservation and integrated logistics support.

~Oy tietl 2 yMl%old,

2. RESOURCE PROGRAM RECORDS SUBMIITED
TO HIGHER AUTHORITY.

c. OutDut r$&taand reMrta-CO M and D-.

Destroy when no longer required for reference.

d. SYstems docum entation to include descn
. .
tion of

data elements. file lav out. code books. and onerators and
user man uala.

Destroy when superseded or no longer needed for
reference.

2. ENERGY AUDIT REPORTING SYSTEM. System
providea shore activity energy consumption reports
quarterly, showing Navy-wide trends and changes from a
tiscal yar 1975 baseline in energy use per gross square
foot of building area. Provides annual reporting of
facitity energy information and conservation audit data
for submission to Department of Energy by 1 July each
year. Navy-tide system is maintained by FACSO Port
Hueneme.

a. Mast er file and historical data taoea .

Destroy after third system backup.
Destroy when 2 years old.

b. Immt data taoea and mmer record.
3. ENERGY CONSERVATION FILES. Files containing
information relating to the development and
implementation of rules for effecting energy conservation
(consists of regulations, guidelinm, standards, etc.).

Destroy when superseded or cancelled.

ENERGY CONSERVATION RECOR~

1. ANALYSES FOR CONSERVING ENERGY
SYSTEM. System tracks energy consumption at the
activity level and establishes a Navy data management
control point for energy conservation efforts. System is
maintained at FACSO Port Hueneme and supporta: all
NAVFACENGCOM Divisions within the Continental
United Statea (CONUS); NAVFACENGCOM Pacific
IMsion, Pearl Harbor; NAVFACENGCOM
Headquarters; and CMC.

a. Master file and historical data taoea.

Destroy after third system backup.

b. InDut w taoea and Daner record.

Destroy when no longer required.

c. OutDut data and remmts-COM and Diner.

Destroy when no longer required for reference.

d. !%tems documentation to include descrbtion of
data elements. file Iavout. code books. and ooerators and
user manuals,

Destroy when superseded or no longer needed for
reference,

3. ENERGY CONTROL REPORT SYSTEM. system
provides information on the funding of energy
conservation projects as justification for the prajects.
The Energy Control Report (ECR) contains information
describing each project with project purpose, energy cost
ratio, project audit information, a proposed schedule for
accomplishment, and a schedule of progress. System is
Navy-wide and maintained by FACSO Port Hueneme.

a. Master file and Ius“ torical data tam.

Destroy after third system backup.

Destroy when no longer required. b. Im.wt data tams and DSner record.
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Destroy when no longer required.

c. Outnut data and reoo rts-COM and uamr.

Destroy when no longer required for reference.

d. smtems documental “onto include dew riDtion of

data e me1 nts. file lav out. cod e books. and ooerators and
~r manua~ .

Destroy when superseded or no longer needed for
reference.

SsKMm!

INTEGRATED MATERIAL MANAGEMENT (IMM)
RECORDS

1. GENERAL CORRESPONDENCE FILES AND
REPORTS. Papers concerning integrated material
management including the assignment, transfer, and
inventory management of items of supply which are
maintained by Systems Comman ds program managers or
at inventory control points. (Exclude primary program
records maintained by the IMM program manager in
NAVSUPSYSCOM and filed under SSIC 4000,
paragraph 1.)

=Oy wheU 2 y- old.

2, HISTORY DATA RECORDS AND CARDS. Work
history cards or records for supply assignment purposes
and related listings which are maintained by Systems
Commands program managers or at inventory control
points.

Destroy when superseded, cancelted, or no longer
needed for coordination or reference.

3. SUBMARINE MATERIAL SUPPORT SYSTEM.
System provides the Superintendent of Shipbuilding,
Conversion and Repair a method for maintaining the
status of Govermnent-fmmisbed material utilized in the
process of submarine overhaul at private (non-naval)
shipyards. System is executed at NAVCOMTELSTA
Norfolk, VA.

a. Maste r file and histo rical data tams.

Destroy after third system backup.

b. Immt data tam+sand Mm r record.

c. O@mt da a andt reno Its-co M and mmer .

Destroy when no longer required for reference.

d. llvstem documents tion to include descrm
. .

bon of
data elements. file Iavout. code books. and omrators and
user manualt+

Destroy when superseded or no longer needed for
reference.

SsK2M

~TANDARDIZATION RECORD$$

1. ACTMTIES GENERAL CORRESPONDENCE
FILES. Files, reports, and related papers pertaining to
Navy and Department of Defense (DOD) standardization
and interchangeability programs and to qualified
products lista, including reports relating to the
standardisation of commodities in the Federal supply
classification system.

2. SPECIFICATION RECORDS. Records used in the
preparation md utilization of specifications, standards,
qualified products tists, and interchangeability items.

Destroy when superseded or cancelled or no longer
needed for reference.

SSIC 4121

SPECIFICATIONS RECORDS

RELATED RECORDS UNDER SSIC 4122-STANDARDS
SHOULD BE RETIRED TO FRC UNDER SSIC 4121.

1. REFERENCE COPIES OF SPECIFICATIONS AND
STANDARDS PLANS AND DRAWINGS FOR
MA~RMLS AND EQUIPMENT. Specifications include
those relating to Federal, military, Department of the
Navy (iicluding MARCORPS) and other specifications,
standards, and engineering pbms and drawings for naval
materials and equipment. (Exclude rmrd copy by
activity having design or other cognizance filed with
master file under SSIC 4121, paragraph 2a.)

Destroy when superseded, cancelled, or purpose is
served, whichever is earlier.

Destroy when no longer required.
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2. SPECIFICATIONS AND STANDARDS OR DESIGN
(CASE) FILES

a. Master File& Files accumulated by naval
activities or offices having design, procurement, or
specification cognizance of items having DOD
coordination control of it ems. They consist of master
copy (original or master microfilm negative or other
reproducible copy thereofJ of final approved drawing,
plan, specification, or standard, together with summary

PSIHS eat to the development and final approval of
the specification, standard drawing, or plan. They also
include summary requirement and test procedures
(WIT%)and copies of change notices or modifying
directives.

(1) Specifications for ordnance material.

Apply appropriate section of SSIC 8000, para. 10.

(2) Specifications for aircraft, aeronautical, and
astronautical material.

Apply appropriate section of SSIC 13000, para. 10.

(3) Ship engineering drawings and specifications.

Apply SSIC 9085.

(4) Specification for electronic equipment.

Place in inactive file upon completion or when item
becom~ obsolete. Transfer inactive file annually to
nearest FRC. Destroy 5 years after item becomes
obsolete.

b. Reference Case Files. FIlea accumulated for
reference purposes only.

Destroy when specification is approved, cancelled,
superseded, or no longer needed for reference.

c. Other Case Files. Preliminary drafts or diagram
of specifications or standards, test results, comments,
working and progressing papera, and other records
accumulated in connection with the development or
modification of specifications.

h?StrOJ’when 2 yUl% old.

3. SPECIFICATION REPORTS. Reports including
dmign specification reports, together with related
correspondence, and background data and copies of
reporta submitted to activity or office assigned cognizance
over the equipment or material items.

Destroy when 1 year old.

SMQl!22

STANDARDS REcoRDs

ApPlySSIC4121.

~

QUALIFIEDPRODU(XS LISTSRECORDS

1. IDENTIFICATIONLISTS.L* whichidentify the
specification, manufacturer, or distributor, item by part
or model number or trade name, place of manufacture,
and the teat report involved.

Destroy when superseded, cancelled, or no longer
needed for reference.

SSKXM

CONFIGURATION MANAGEMENT RECORDf$

1. CONFIGURATION MANAGEMENT GENERAL
CORRESPONDENCE, iNSTRUCTIONS,NOTICES,
STUDIES,AND OTHER RECORDS. systems
COIWUUIdSand iDVeOtOryCOIltrO1POiIItS@~aUl
managers and major logistical activities) files that
document the development and accomplishment of
significant plans, programs, studies, or projects involving
configuration management. Files of aU supply activities
and offfcea (department and field) and department,
division, or other organizational units of activities and
offices relating to the operation and adminktration of the
configuration management system. (Exclude primary
program records covered in SSIC4000,paragraph 1).

Destroy when superseded, cancelled or no longer
needed for reference purposes.

SSIC4140

~SMC LIFECYCLE COST MODEL (LCCkQ
RECORDS

1. RECORDS ARE ACCUMULATED IN
GENERATING ALL COST!VPARTIAL COSTS
RELATED TO THE RESEARCH AND
DEVELOPMENT (R&D) AND OPERATION AND
SUPPORT (O&S)PHASESOF A PRIMARY END
ITEM. COSTSDEVELOPED ARE DISPLAYEDfN
PROGRAM OBJECTIVESMEMORANDUM
(POMMN.JDGET FORMAT FOR THE EXPECTED
LIFE.
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Retain on board for the life of tbe item; transfer to
WNRC 1 year later. Destroy 10 years after item
removed from the inventory.

gjsIc4160

TECHNICAL MANu AL PROGRAM

1. PRIMARY PROGRAM RECORDS. Correspondence,
reports, and other records of Systems Comman d
headquarters and other departmental offices having
overall publication program responsibilities, and that
document the development, establishment, and execution
of overall plans, poticiea, and procedures of the technical
manual program.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20years old.

2.TECHNICAL MANUAL DEFICIENCY
EVALUATION REPORTS (TMDER), Messages or letter
reports citing deficiencies or errors or recommending
revisions to technical manuals.

Destroy when correction to publication has been
made by issuing permanent change or superseding
revision.

3. DIRECTIVES. Instructions, notices, handbooks, md
guidance manuals relating to the publications program.

Destroy when superseded or cancelled.

4.EQUIPMENWSYSTEM TECHNICAL MANUALS
OR MANUFACTURERS INSTRUCTIONBOOKS.
Publications that contain deacnption and instructions for
installation, operation, maintenance, and overhaul of
major items of equipment and shipboard systems.

a. Record cooy held by NAVSEASYSCOM Central
Technical Manual Management Activity, Naval ship
Missile System Engineering Station, Port Hueneme, CA.

Permanent. Retire to WNRC when obsolete or no
longer needed for reference. Transfer to NARA
when 20 years old.

b. All other conies.

Destroy when obsolete, cancetled, superseded, or no
longer needed for reference.

THE RECORDS INTHIS(4200-4399)SERIESARE
RELATED TO GENERAL CONTRACTING IMPREST
FUNDS (CASHIERAPPOINTMENT LEITERS),
CONTRACTING AUTHORITY AND
RESPONSIBILITY,PERMANENT DELEGATIONS,
EMERGENCY DELEGATIONS,AND CONTRACT
MANAGEMENT REVIEWS RECORDS AND INCLUDE
INTRA-NAVYACQUISITION ASSIGNMENTS
(COORDINATED ACQUISITIONS (WITHIN
DEPARTMENT OF DEFENSE)),
INTERDEPARTMENTAL ACQUISITIONS
(GOVERNMENT) (FEDERALSUPPLYSCHEDULE
CONTRACTS,DELIVERYORDERS TO OTHER
GOVERNMENT AGENCIES,LOCAL OR
DECENTRALIZED CONTRACTING,AND SMALL
PuRCHASES),FOREIGN CONTRACTING (BUY
AMERICAN ACT, CONTRACT REQUESTS,
SPECIFICATIONS,FUNDING,DELIVERY TIME OR
PLACE,AND JUSTIFICATIONS),CONTRACTING
OFFICERAPPOINTMENT (ORDERLNGOFFICER
APPOINTMENT),FORMAL ADVERTISING
(NEGOTIATION), CONTRACT COST PRINCIPLES
(CONTRACT PRICING PRINCIPLES AND
GOVERNMENT PRICE CONTROLS), ACQUISITION
FORMS (CONTRACT CLAUSES) , GENERAL
CONTRACTS (FIXED-PRICE CONTRACTS, COST-
TYPE CONTRACTS, LABOR HOUR AND TIME AND
MATERIAL CONTRACTS, OTHER, AND
SUBCONTRACTS), DISSEMINATION OF CONTRACr
INFORMATION (CONTRACT STATISTICS AND
CONTRACT ADMINISTRATIVE LEAD TIME
(CALT)), GENERAL RESPONSIBILITYOF OFFEROR
(PRE-AWARDSURVEYS),CONTRACT CLEARANCE
(BONDSAND INSURANCE),CONTRACT
ADMINISTRATION(CONTRACTOR
PERFORMANCE, DELIVERYAND SHIPMENT, AND
DEFAULT), GOVERNMENT PROPERTY
(GOVERNMENT FURNISHED AND CONTRACTOR
ACQUIRED), LABOR AND MANPOWER
(INSPEtTHON AND ACCEPTANCE),
DISPUTES/STRHCES (PROTESTS AND APPEALS,
CONTRA~OR CLAIMS, EXTRAORDINARY
CONTRACTUAL ACTIONS, AND OTHER CLAIMS),
CONTRACT TERMINATION (RENEGOTIATION AND
STATUTORY PROFIT LIMITATIONS), BUSINESS
(CLAIMANT GOALS AND PERFORMANCE;
MINORITY BUSINESS ENTERPRISE; FRAUD AND
IRREGULARITIES; DEBARRED, INELIGIBLE, OR
SUSPENDED CONTRACTORS; AND EQUAL
EMPLOYMENT OPPORTUNITY (EEO) PROGRAM
NON-AWARDABLE CONTRACTORS), AND IN-
LEASE ADMINISTRATION RECORDS.

SSIC 4200-4399

CONTRACTING RECORDS
SsK4.!N
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GENERAL CONTRA CTING RECORDS

1. CONTRACTING RECORDS. Records are
accumulated by activities and offices in connection with
their performance of aU aspects of procurement
fimctions. ‘l%eseries covers records documenting aU
types of contracts, including fixed-type contracts, facility
contracts, construction and maintenance contracts, letter
contacts, letters of intent, purchase orders, and any other
type of contractual agreements. Also included are
amendments, changes, and supplementary agreements to
any procurement action. The disposal provisions do not
apply to any records pertabhg to outstanding
exceptions, unsettled claims for or against the United
States, such as records which shaU be preserved until
fial clearance or settlement of matters and until the
applicable time period authorised for the file has expired.

a. General CorresDOndence FM. Correspondence
files of operation procurement units concerning internal
operation and administration matters not covered
elsewhere under SSIC 4200.

(1) Documents in the contractor general file
pertaining generaUy to the contractor and not relating to
any specific contract.

Destroy when 2 years old.

(2) Routine documents which pertain only to
specific contracts.

Destroy when 2 years old.

(3) Documents not routine in nature which
pertain to specific contracts.

Destroy when 2 years old.

b. Routine Procurement Files. Contract, requisition,
purchase order, lease, and bond and surety records,
inchding correspondence and related papers pertaining
to award, ad “ “ “ ation, receipt, inspection, and

Pvt.

(1) Procurement or purchase organization copy
and related papers.

(a) Trmsactions of more than $25,000 and
aU construction contracts exceeding $2,000. Exclude
transactions containing indwnnification provisions.

(b) ‘hMSSCtiODSof $25,000 or k!as and
construction contracts under $2,000. Exclude
transactions containing indemnification provisiona.

Destroy 3 years after final payment. (Close file at
the end of the tiscal year, retain 3 years, and
destroy, except that files on which actions are
pending shaU be brought forward to the next fiscal
year’s files for destruction therewith.)

(c) Contracts and other transactions
containing provisions whereby the contractor indemnifies
the Government against damage, loss, malfunction,
personal injury, or any other condition.

Cut off file at the end of the fiscal year and retire to
nearest FRC. Destroy at the end of the period of
indemnification. Retiring activities must specify
destruction date on SF 135 used to retire records.

(2) Obligation copy.

Destroy when fimds are obligated.

(3) Other copies of records described above used
by component element of a procurement office for
administrative purpoaea.

Destroy upon termination or completion.

c. SUDDlyManamxnent Files. Files of reports on
supply requirements and procurement matters submitted
for supply management purposes (other than those
incorporated in case files or other files of a general
nature), exclusive of DOD reports reflecting procurement
under exemptions authorised under Section 201(a) of the
Federal Property and Administrative Services Act of 1949
(40 U.s.c. 4s1).

(1) Copies received from other units for internal
purposes or for transmission to staff agencies.

Destroy when 2 years old.

(2) Copies in other reporting units and related
work papers.

DeStrOy when 1 y= old.

d. Solicited and Unsolicited Bids md ProDosals Files

(1) Successful bids and proposals.
Destroy 6 years and 3 months after payment.

Destroy with related contract case files.

111421



SECNAVINST 5212.5D
22 April 199S

(2) Sdkitedand unsolicited unsuccessful bids
and proposals.

Destroy when no longer required.

c, tlmmt data and reoorts-CO M and woer .
(a) When filed separately from contract.

Destroy when no longer required for reference.
Destroy when related contract files are completed.

d. Svstems docu ment to include deacriotion of d~
(b) When filed with contract.

!MQ!MLI.
Destroy when retated contract case files are
completed.

(3) cancdkd solicitation files Formal
solicitations of offers to provide products or services
(e.g., invitations for bids, requests for proposals or
requests for quotations) which were cancelled prior to
award of a contract. The files include preaolicitation
documentation on the requirement, any offers which
were opened prior to the cancellation, documentation on
any Government action up to the time of cancellation,
and evidence of the cancellation.

Destroy 5 years after date of cancellation.

e. Contract ADD4S Case Filq. files consisting of
notices of appeal or acknowledgements tbereofi
correspondence between partk% copies of contracts,
plans, specifications, exhibits, change orders, and
ammdments; transcripts of hearings; documents received
fkom partiea concerned; final decisions; md all other
related papers.

Destroy 10 years after final action or decision.

SSKMM

CONTRACT ADMINISTRA TION RECORDS

1. UNIT IDENTIFICATION CODE SYSTEM (IJIC). A
system to maintain an updated file of unit identification
codes and mailing addreasea for all Navy and Marine
Corps activities and other specific non-(%ernment
institutions. Extracts of the UIC information are
provided on a monthly basis to other ADP systems and is
used to produce the monthly NAVCOMPT Chapter 5,
Volume IL File maintained at NAVCOMTELSTA
Washington; functional sponsor is the Assistant SECNAV
(Fiiancial Managment and ComptroUer (ASN (FM&C)).

a. Master file and historical data tams.

Destroy after third system backup.

b. hmut data taoea and otmer record.

Destroy when superseded or no longer needed for
refermceo

2. CONTRACT INFORMATION STATUS SYSTEM.
This system updates adminktrative, accounting, supplies
line items, services, schedules, supplemmtal data requests
and modifkmtion headers after an edit of the contract
abstract. Follow-ens, such as shipment performance
notices (SPNS), acceptance alerts (PK5s), and contract
closeouts (PI@ are processed to track the progress of
the contract until all deliverables are accepted. Closeouts
are then initiated, Thii Navy-wide system is maintained
at NAVCOMTEL~A Washington. Information is
transmitted between the Cmtral Accounting Oilice,
purchase office and acceptance site.

a. Maste r file and historical ~ .

Destroy after third system backup.

b. Immt data taoea md oam?r record.

Destroy when no longer required.

c. Outrmt data and reoorta-COM and Daoer.

Destroy when no longer required for refermce.

d. Svstems documentation to include descrbtion of
data elements. file Iavout. code books. and oxrators and
user manuah .

Destroy whm superseded or no longer needed for
refermce.

SsKMU

CONTRACTOR PERFORMANCE RECORDS

1. CONTRACTING INFORMATION SYSTEM. System
provides a data base, which idmtifies and deacribea aU
contractors, who have either expressed a desire to do
business with DOD, who have done business with DOD in
the past, or who are currently mgaged in a contract with
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DOD. Navy-wide system supporting all DOD and
maintained by DOD.

a. Master file and historical data taoes.

Destroy after third system backup.

b. Irmut data taoes and OSDSr record.

Destroy where no longer required.

c. outD tdata anu d remwts -COM and mmer.

Destroy when no longer required for reference,

d. $’$tm docu mentati‘on to include deacnDtion of

data e emmt1 s. file Iavout. cod e books. and ommators and

lE&HWW@.

Destroy when superseded or no longer needed for
reference.

$SIC 4400-4499

SUPPLY/MATEItIAL RECORDS

GENERAL SUP PLY/MATERL4L RECORDS

1. GENERAL CORRESPONDENCE FILES. Files of
activities (including inventory control points, supply
departments, stock points, and other offices or units)
relating to the operation md administration of their
supply functions.

h%trOy when 2 y-S old.

2. REPORTS, DATA, AND PAPERS. Documents
prepared or accumulated by activities and offices or
other organizational units performing supply functions,
exclude reporta specifically authorized for other disposal.

a. SWDlY Activitv or Office CoDiq.

*Oy whwl 2 y(WZ old.

b. Co~ies Maintained in Other Omanizational Units.

Destroy when 1 year old or unit is disestablished,
wtdcbever is earlier.

c. CoDies Used as Working PaDers or Maintained for
Information.

Destroy when superseded or no longer needed for
reference purpow%.

3. STOCK CUSTODY RECORDS OR EQUIPAGE
STOCK CARDS.

Destroy 2 years after discontinuance of item, stock
babmce is transferred to new card or recorded under a
new classification, or equipment is removed ffom agency
control.

4. RECORDS OF STOCK LOCATIONS.

Destroy when record is superseded or upon depktion
of stock.

S. IDENTIFICATION FILES. Copies of stock lists or
supply Catalogs, specifications, and other publications,
indexes, card r~ords, tickler or suspense fibs, and other
similar files relating to the identification of supplies,
property, equipment, or other materials, or used as
locator records for supplies and equipment or as suspense
devices for supply operations.

Destroy when superseded, canceUed, obsolete, or 2
years after date of list.

6, CASH TRANSACTION RECORDS. Records
maintained to report transactions to disbursing and fiscal
officers. (See also SSIC 7302, paragraph 9.)

Destroy when 2 years old.

7. MARCORPS FIELD SUPPLY ANALYSIS OFFICES
RECORDS. These records are accumulated by these
offices in connection with their analysis and evaluation of
MARCORPS activities supply procedures.

a. CODiea of Field Examination Team Rem%.
Reporta, supporting documents, and related
correspondence for activities or units.

Destroy upon completion of next examination and
submission of new report to HQMC.

b. CoDiea of MARCORPS Field SUDOIv Analysis
Office Receiots. Expenditures. and Pavment Documents.
Copies of vouchers and other documents P@aining to
MARCORPS stock fired and appropriation stores
accounts and to commissary store purchasea and cash
sales, monthly reconciliation statements of receipts tkom
purchases, matched monthly reconciliation registers and
related computer punch cards and monthly registers of
docmnenta unmatched at month’s emd, and other similar

III-4-23



SECNAVINST 5212.5D
22 April 1998

documents used in comection with performance of
supply analysis fimctions.

Destroy 1 year after completion of reconciliation.

c. Administrative Correaoondence. Correspondence
pertaining to the performance of adminismative functions
and transactions in analyzing and reporting effective
procedures.

DeStrOy when 1 yf2U old.

SsQkw

SHIP STORES RECORDS

1. GENERAL CORRESPONDENCE FILES. Files and
other records concerning the establishment, operation,
and adminktration of ship stores. (Ship store inventory
records should be filed under SSIC 4440.)

Destroy when 2 years old.

SMMi!Q3

REPLACEMENT AND EVALUATION (R&E)
PltOGRAM RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
consisting of letters, messages, memoranda, and other
related material createdhnaintained by MARCORPS field
activities. The MARCORPS R&E Rogram is designed
to extend the service life of MARCORPS ground support
equipment (from radio sets to tanks), except small arms,
by providing for timely replacement and evaluation for
rebuild on a cyclic basis.

Destroy when 3 years old.

SUPPLY AFLOAT RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
consist of letters, memoranda, and messages relating to
the shipboard supply fimction.

Destroy when 3 years oId.

2. STOCK RECORDS (SHIPS WIITIOUT
AUTOMATIC DATA PROCESSING EQUfPMENT
(ADPE)). Records such as Stock Record Card Afloat
form.

Destroy after the next Supply Operation Assi@ance
Program (SOAP) Inspection.

3. CUSTODY RECORDS. Controlled equipage custody
records which are maintained for certain operating space
items selected by the fleet commander, type commander,
or ship’s commanding officer for special inventory
controls.

Destroy when material is transferred or surveyed.

4. LOCATOIWNVENTORY RECORDS (SHIPS
WITHOUT ADPE). Moat/Inventory Record forms or
inventory lists which indicate storeroom locations and
inventoried quantities of stock material.

a. New Lists.

Destroy upon completion of the next inventory of the
same material.

b. AUOth er LM$.

Destroy after the next SOAP Inspection.

5. PROCUREMEIVI’ DOCUMENTS (SHIPS WITHOUT
ADPE). DOD Single Lme Time Requisition System
Document (Mama]) (DD 134S), Requisition -d
Invoice/Shipping Document (DD 1149), Order for
Supplies or Services (I)D 115S), and similar documents
used to requisition purchase of shipboard materials and
services.

lleatroy, with receipt documents attached, 1 year
after completion.

6. CONSUMPTION DOCUMENTS (SHIPS WITHOUT
ADPE). Documents used to issue materials to requesting
shipboard work centers and to report consumption to the
cognisant type commander.

Destroy originals 1 year after copies are forwarded to
the cognisant type commander, or after the next
supply management inspection, whichever is later.

7. DEMAND FILES (SHIPS WITHOUT ADPE). Copies
of Single Lme Item Consumption/Requisition Document
(Manual) (NAVSUP 1250-1), Stock Record Card, Moat
(NAVSUP 1114), or other documents used to maintain a
record of demands for nonstocked materials.

Destroy when demand frequency qualifiea the
material to be stocked or after the next SOAP
Inspection, whichever is earlier.
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8. EXPENDITURE INVOICE FILES (SHIPS
WITHOUT ADPE). DOD Single Line Item
R&ace/Receipt Document (DD 1348-1), DD 1348, or DD
1149, Report of Survey (DD 200), or other expenditure
documents used to transferor survey material.

Destroy 1 year after completion of the trmsfer or
survey.

9. TRANSACTIONS FILES (SHIPS WITH ADPE).
Transaction ledgers/cmnulative transactions ledgers
(comprising records identified in SSIC 4406, paragraphs
2 and 6-8).

Destroy when 2 years old.

b. Discremmcv Reconciliation Not Reauired.

Dsstroy when 1 year old.

10. SUPPLY EFFECTIVENESS CONSUMPTION
SYSTEM (SECS). System provides users with a means
to collect and summarim basic consumption data
generated in tbe normal course of supply operations
afloat. Tbe supply effectivenea.dconsumption report
provides information to type CO~ ders and individual
ships on supply readiness, material consumption,
material defiaencies, comparative supply performance,
md the obligation and utilisation of thnds.

a. - r file and historical data tams .

SECNAVINST 5212.5D
22 April 1998

1. TECHNICAL DATA AND RELATED
INFORMATIONAL PAPERS. Papers concerning spare
and repair parts maintained by supply-control or by
maintenance and repair activities.

Destroy when superseded or cancelled, or aircraft,
ship other craft, or equipment is removed from
supply system support.

CATALOGING. MATERIAL IDENTIFICATION, AND
CLASSIFICATION RECORDS

1. GENERAL CORRESPONDENCE FILES. Files,
copies of reports, and other papers accumulated by
activities and offices in connection with tbe performance
of cataloging fimctions and the development of Federal
Item Identification Guides (FIIGs) and of material item
identification and classification. Include papers relating
to the assignment (or revision or deletion) of standard
stock numbers. (Exclude primary program records
maintained at the Systems Comman d level covered in
SSIC 4000, paragraph 1.)

Destroy when 2 years old.

2. ITEM (COMMODITY) SPECIFICATIONS AND
STANDARDS.

a. SoecI“fications and Standards Records used tQ
&lDDOl_tbecific Procurem ent or Otbe r SUDDIVActiow.
Files include studies, reports, analyses, test results, and
consumer surveys.

Destroy after third system backup.
Destroy 1 year after action is completed.

b. hmut data taoes and Da~r record.

Destroy when no longer required.

C. olltDUt data and ret)orts-COM and Dawr.

Dextroy when no longer required for reference.

d. Svst ems documentation to include deacriotion of
data elements. file lavout. code boo b. and ooerators and
We r manuals.

Destroy when superseded or no longer needed for
referrmce.

SSIC 4408

SPARE AND REPAIR PARTS RECORDS

b. $oea “fications and Standards (Including
Btuewints and Related Card Records) Used for Maten “aJ
Catalo@nx. Identification. Classification, or Referenc~
PurDOse (Drawinxs. Bkemints, M.icrofibn, Microfiche,
M.

Destroy when superseded, cancelled, upon completion
of action, or no longer needed for reference.

3. ITEM IDENTIFICATION RECORDS. Master item
(commodity) identification or history cards, microfilm, or
other records maintained for individual items of supply,
together with related cross-reference files-; material or
equipment data cards; and listings or other records
maintained for material identification or supply purposea.
Also, include item control cards, and other card records
of stmdard supply, standard catalog, or other items.
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Destroy when material or equipment is deleted horn
the supply system.

4. COPIES OF BLUEPRINTS AND DRAWINGS, OR
THEIR EQUIVALENTS, FOR EQUIPMENT ON ALL
COMMODITY ITEMS MAINTAINED BY SUPPLY
CENTERS OR OTHER ACTIVITIES.

Destroy when item is deleted from the supply system.

5. MARCORPS CARD RECORDS OF SERIAL
NUMBERS OF ALL WEAPONS (INCLUDING SMALL
ARMS AND CREW-SERVED) AND BINOCULARS.

a. ~rial Number Entered on Transfer Document.

Destroy when item is transferred or otherwise
disposed of.

$erial Numbe r Not Enter ed on Transfer

At.

Destroy 3 years after transfer document number has
been entered on card.

SSIC 4419

REPAIRABLE MANAGEMENT RECORDS

1. SUBJECT FILES. Files relating to the functions of
repairable management, including general
correspondence, instructions, audit reports, and point
papers.

Destroy when 5 years old.

Sm412!J

MATERIAL SUPPLY COORDINATION RECORDS

1. GENERAL CORRESPONDENCE FILES. Reports
and related papers concerning material missions, material
cognizance assignments and control matters, and the
performance of supply and tedmical functions in regard
to material (stock) coordination (other than primary
program (NAVStJl%YSCOM) files covered in SSIC 4000,
paragraph 1.

Destroy when 2 years old.

2. HISTORY DATA CARDS AND EQUIPMENT OR
MATERIAL CARDS MAINTAINED FOR SUPPLY
COORDINATION PURPOSES AND RELATED
LISTINGS

Destroy where superseded, cancelled, or no longer
needed for reference.

3. DIMINISHING MANuFACTURING SOURCES AND
MATERIAL SHORTAGES PROGRAM. huMSCtiOtl
histories.

Transfer to FRC when 2 years okL Destroy when S
years old.

SsKM22

MATERIAL COGNIZANCE ASS1GNfi4ENTS
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files and
other records concerning the assignment or transfer of
cognizance over supply items, or the stocking or
discontinuance of stocking items by supply-control
activities or other stocking points and intersupply support
agreements. (Include item control recommendations.)

Destroy when 2 years old.

2. MATERIAL COGNIZANCE TRANSFER REPORTS.

Destroy when 2 years old.

3. ITEM COGNIZANCE COMMODITY CARD
RECORDS. Records or lists reflecting such data as the
code (stock number) and the commodity group (imventory
control point) assigned supply coordination cognizance.

Destroy when superseded, cancelled, item cognizance
is transferred, or item is deleted from the supply
system.

SSIC 4423

EOUI PPING/PROVISIONING AND ALLOWANCES
RECORDS

1. GENERAL CORRESPONDENCE, STUDIES, AND
OTHER RECORDS. Records that document the
establishment and development of support policies,
procedures, plans, and programs relating to provisioning
and allowance development for ships and activities and
the subsequent actual equipping of those ships and
activities maintained by the NAVSUPSYSCOM,
MARCORPS activities, the CNO, technical bureaus and
single manager agents under the operational control of
DON. (Exclude program records covered in SSIC 4000,
paragraph 1.)
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Destroy when superseded, cancelled, or no longer
n~ed for reference.

MATERIAL OBLIGATION VALIDATION (MOW
RECOR~

1. MATERIAL OBLIGATION VALIDATION (MOV)
REQUESTS AND CONTROL CARDS WITH
SUPPORTING DOCUMENTATION RELATED TO
THE VERIFICATION OF CONTINUING NEED FOR
MATERIAL ORDERED.

Destroy 1 year after cancellation or completion of
requisition.

Destroy upon receipt of material, completion or
ranceliation of requisition, or receipt of notice of
shipments, Wbirbever is earlier.

4. MARCORPS ACTIVITIES DELIVERY CASE FILES
FOR ITEMS OF SUPPLIES AND EQUIPMENT. Files
comprise such records as requisitions, authority slips,
authority or transfer orders, shipping documents, and
related papers.

Deslroy 2 years after final payment.

5, MARCORPS ACTMTY MEMORANDA RECEIPTS
FOR CUSTODIAL TYPE ITEMS.

Destroy 1 year after receipt is closed out, superseded,
or when property is returned.

SSK2k?M
Ss!QM2

MATERIAL RECEI~ RECORDS
MATERIAL SHORTAGES RECORDS

1. MATERIAL RECEIPT AND EXPENDITURE
INVOICES, TOGETHER WITH SUPPORTING
CORRESPONDENCE AND PAPERS, INVOLVED IN
THE TRANSFER OF MATERIAL, Correspondence
including copies of requisitions, invoices, requisition fiiue
documents, contract receiving reports, and similar forms.

1. LOCAL CONTROL RECORDS OR REPORTS.
Records relating to the shortage or non-availability of
supplies at stocking points or to their availability at other
stocking points or supply sources.

Destroy when 3 months old.
a. Proof of Deliverv or ReceiM File$.

$SIC 4440
Destroy when 2 years old.

INVENTORY CONTROL RECORDS
b. AU Other CoDies.

Destroy when 1 year old,

2. MATERIAL ACCEPTABILITY OR RECEHT
INSPECTION REPORTS. Copies of reports relating to
the acceptability of material received, such as inspection
and receiving reports; order and inspection reports;
reports of damaged or improper shipments; reports of
failure, unsatisfactory, or defective materials; other
related records prepared by recipient activities

Destroy when 1 year old or corrective or other action
has been taken, whichever is later.

3. MATERIAL RECEIPT CONTROL FILES. Logs,
listings, check-off sheets, extra copies of notices of
shipments, or other documents used as a record of
expected supplies or shipments, or as a progress resord
of the status of requisitions or shipments, or for any
other similar control or suspense purpose (and not
utilized as a voucher or stock account record).

THESE RECORDS ARE ACCUMULATED BY
INVENTORY CONTROL POINTS, INCLUDING
SUPPLY-DEMAND CONTROL POINTS, SINGLE
MANAGER OPERATING AGENCIES, SUPPLY
DEPOTS, NAVAL RETAIL OFFICES, AND OTHER
SUPPLY OFFICES AND ORGANIZATIONAL UNITS
OF OTHER ACTIVITIES OR OFFICES PERFORMING
SUPPLY AND INVENTORY CONTROL FUNCTIONS.
THESE FUNCTIONS ASSURE A PROPER BALANCE
BETWEEN THE SUPPLY OF AND DEMAND FOR
ITEMS OF MATERIAL, SUPPLY INVENTORY
RECORDS RELATING TO CURRENT INVENTORIES,
AND ALLOWANCES, SUPPLY LEVELS, STOCK
STATUS AND REPLENISHMENT, AND FINANCIAL
INVENTORY CONTROL (THE RECONCILIATION OF
COST AND COST CONTROL WITH STOCK OR
PROPERTY ACCOUNTING RECORDS).

1. INVENTORY REPORTS. Inventory reports and
related correspondence. Include inventory control
reports, reports of receipt and maintenance of supply
items, financial inventory summary reports, stores
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accounting transactions and semi-annual vouchers/iivoice
tape printouts, and reports of material surveys.

b. Data Processim Installation Coni~. Copies used
to transceiver stock account transactions to supply center
or others,

Destroy when 2 years old.
Destroy after monthly transaction register tisting of
trausceived cards or month end summary of
expenditure tisting has been prepared.

2. STOCK ON HAND RECORDS. Records relating to
physical counts of stock on hand.

Dsstroy 1 year after reconciled with stock (card,
tape, or other) entries.

~lv Centers Data Proceasiml Instalbltlon.
.

corn:=. Copies used to transceiver stock accountant
transaction within the complex.

3. REQUIREMENT ESTIMATE FILE!%
Destroy when 3 months old.

Destroy when 1 year old.
9. STOCK DUES (EXPECTED RECEIPT) SINGLE
ITEM TRANSACTION CARDS SUCH AS DD 1487.4. DAILY (STOCK STATUS) TRANSACTION

LEDGERS OR LISTINGS. Summari es of daily
transactions. Destroy upon receipt or cancellation of complete

shipment.
a. Historical Lktinw Premmd.

10. RECEIPT STOCK CONTROL RECORDS
(HEADER CARDS) OR EQUIVALENT TAPED
RECORD.

Destroy when 1 year old or next inventory is
completed, whichever is later.

b. Historical Lktiniz Not Preoared. Destroy when all stock record accounting actions
have been completed and verified.

Destroy when 3 years old.
11. INVOICE HEADER CARDS.

5. HISTORICAL LISTINGS OF STOCK STATUS
TRANSACTIONS. Destroy when invoices have been verified and

distributed.
DeStrOywbl 3 y- old.

12. INVENTORY TALLIES, INVENTORY CONTROL
REGISTERS, OR REPORTS.6. CONSOLIDATED (DAILY, MONTHLY,

QUARTERLY, OR OTHER) STOCK STATUS
TRANSACTION REPORT RECORDS. Wstroy upon completion of next inventory and after

aU at@tment actions have been taken.
Destroy when 1 year old.

13. INVENTORY TRIAL BALANCE RECORDS
(CARDS OR OTHER RECORDS).7. STOCK SLIPS.

Destroy after completion of next inventory.Destroy after procurement document is prepared and
expected receipt is posted to stock record.

14. CHANGE NOTICES.
8. DETAIL STOCK CONTROL (SINGLE LINE ITEM
TRANSACTION) CARDS SUCH AS STOCK BALANCE
CARD (NAVSUP 801) AND DOD MATERIAL
ADJUSTMENT DOCUMENT (DD 1487).

a. Stock Accounting change Cards.

Destroy 1 year after item is deleted from supply
system.

a. $ock Account Conies. Include stock accounts at
MARCORPS supply centers. b. Price Change Cards.

Destroy when superseded or revised list is received.tiOy when 1 yellr old.

c. AU Others.
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Destroy when action is completed.

15. STOCK ACTION RECORDS. Card or other record
used for such actions and transferring items.

Destroy when action is completed.

16. STOCK STATUS NOMENCLATURE CARDS OR
TAPES.

Destroy when superseded by new card or tape and
report for next reporting period had been prepared
and released.

17. STOCK LOCATOR CARD.

Destroy when superseded or item is no longer carried
in stock.

18. SUMMARY-TO-DATE RECORDS AND
OPENING/CLOSING INVENTORY RECORDS
(INVENTORY BALANCE ADJUSTMENT AND COUNT
CARDS).

Destroy 4 months after inventory is completed and all
adjustments made.

19. MECHANIZED STOCK STATUS OR INVENTORY
CONTROL BALANCE OR SUMMA.RY (CARD)
RECORD6.

Destroy after repotting the preparation and
verification of updated card or other record and
release of report for next accounting period.

20. TAPED INVENTORY CONTROL AND STORES
PROCESSING RECORDS. Magnetic or punched tapes
created or used in connection with receipt control
proceAng, inventory updating and stock status
reporting, and stores reporting. (See also SSIC 4443 for
other financial inventory accounting reporting records.)

a.R”~ R“
J20ntrol Master Tax.

(1) Tapes bearing date of stock status cut off.

Destroy after preparation of third generation tape
(third successive updating).

(2) Master receipt control tapes (other than
those with stock status cut off date) and receipt control
daily action tapes.

Destroy after preparation of second generation tape
(second succeAve updating).

(3) Receipt control total completed action master
tapes.

Destroy after successfully merged with total
completed action master tape.

a. Stock Status Balance Cards.
(4) hocurement action status report tapes.

Destroy when new stock balances or sununary data
cards have been prepared. Destroy after completion and release of next

procurement status report.
b. stock Status and Redenisbment Cards.

(5) Other receipt control processing tapes.
Destroy when data are reproduced for replenishment

me upon next replenishment cut off.

c. SWk Accounting Balance Cards.

Destroy when itemis deleted from stock.

d, ‘lkansact ion Item Renort Car@

Destroy when the zero stock status is reported to the
supply-demand or inventory control point at the next
rephisbmen t period if the item is included in a
category of item under active items reporting.

e. Similar Records Created or Used in Comection
with Inventorv Utiatinx and Stock Status Reoorting.

Destroy when superseded or successfully updated or
merged, provided tapes have been verified following
accepted Electronic Data Processing Manual (EDPM)
procedures, or after preparation and approval of
printout or report.

b. Inventow Ut)dat ing and Stoc k Status Reno@
k.

(1) Master inventory tapes.

I&&oy after preparation of third generation tape.

(2) Transaction reporting tapes.
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Destroy when updated and successfidly merged with
master inventory record.

(3) Merged transaction reporting tapes.

Destroy after preparation of third generation tape.

~. Daily stores detail tapea, labor
rolhuaterial charges and credit tapea, and material
receipts/expenditures tapea.

Destroy 45 days after submission of end of fiscal Year
return and 30 days after submission of other monthly
returns, unless notified to hold longer.

(4) Status reporting @Itb18 tapes.
~. Daily vouchediivoicet apes.

Destroy after completion of next subsequent stock
status report.

(s) Other inventory or stock status reporting
tapes.

Destroy when superseded or successfully merged and
verified foUowing accepted EDPM procedures, or
when preparation and approval of next subsequent
printout or report.

c. stores Rem@ “ng Tams. Tapea used by inventory
control points and supply centers in the monthly stores
reporting process

(1) Year-to-date summary tapes used as next
monthly input.

Destroy after determination that updating was
successful.

(2) Financial transaction summary reporting
tapes including MARCORPS east and weat tapes.

(a) Stores reporting output (printing) tapes
and yl%r ending summary tapes.

Destroy 15 days after next monthly return or other
reports have been prepared, approved, and
distributed, unless otherwise notified by HQMC.

(b) other tapes used in stores reporting
process.

Destroy when updated or superseded and new tapea
have been verified.

(c) Voucher/invoice and daily inventory and
stores processing tapes of supply centers.

l)eatroy after third successive updating of the supply
center inventory.

~. Inventory tapea.

Dwtroy after third successive updating.

~. other tapes used by supply centers in
comection with the reporting of financial inventory
reporting.

Apply appropriate section of SSIC 4443.

21. CARDS, TAPES, OR OTHER RECORDS USED
INCIDENTALLY IN INVENTORY CONTROL
PROCESSING.

WStroy when superseded, related listings or reports
have been prepared, or purpose is served.

22. MANUAL (NON-MECHANIZED) STOCK
CONTROL RECORDS. Stock control and other records
involving inventory accounting status and replenishment.

a. Stock Control Cards. Cards used in inventory
accounting.

Destroy when 1 year old or balance is recorded on a
new card,

b. Stock Status and Stock Replenishment (Stock
Account) Card Records.

Destroy when 1 year old.

c. Other Stock Record Cards. Lists. or !Xmilar
Records.

Mtroy when superseded or stock is depleted.
L Semi-annual voucberlinvoice tapea.

Desiroy when 6 months old provided aU required
printouts have been prepared md approved.

23. MATERIAL MANAGEMENT SYSTEM. This
system providea inventory control for aU material used in
ship overhauls and refits at aU Naval shipyards. System
provides online inventory query response via terminals
throughout shipyard industrial area.
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a. er file and historical data taoes.

Destroy after third system backup.

b. ~ data tams and Dam r record!

Destroy when no longer required.

c. outmt data and reoo rts-COM and Damw,

Destroy when no longer required for reference.

d. SYNC= d~ ~hn “onto include dew n dion of

Qata e emeD@. file Iavout, code boo ka. and ODerators aml

2.

Destroy when superseded or no longer needed for
reference.

24. SHfP EQUIPMENT CONFIGURATION
ACCOUNTING SYSTEM (SECAS). System provides
configuration status accounting for ship equipment for
use by the fleet, type cODUDSIIderS,and
NAVSEASYSCOM. System is maintained at Naval
Weapons Station, Concord, CA and supportsllinks
NAVSEASYSCOM, Weapons Stations, and naval
shipyards.

a. Maste r file and historical data tams.

Destroy after third system backup.

b. fnvut data tauea and Moe r record.

Destroy when no longer required.

c. outD ut data and reoorts -COM and Daoer.

Destroy when no longer required for reference.

d. ~mtesm docu mentation to include desaiDtion of

data e em~ts.1 file lavout. code b00ks. and ODSraters and
user manuak.

Destroy when superseded or no longer needed for
reference.

SMQ#ll

ALLOWANCES RECOR~

1. GENERAL CORRESPONDENCE, STUDfES, AND
OTHER RECORDS. Records that document the
extabliabment and development of atlowance procedures,
ptans, and program which are maintained by
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NAVSUPSYSCOM, MARCORPS activities, CNO, or
their subordinate comman da and commands and field
activities. (Exclude primary program records covered in
SSIC 4000, paragraph 1.)

Destroy when superseded, cancelled or no longer
needed for reference.

2, AWATION CONSOLIDATED ALLOWANCE LISI’
SYSTEM (AVCALS). System provides aviation parts
information (and funding stations to requisition these
parts) necessary to support deploying air squadrons
aboard an aircraft carrier.

a. er file and historical data ~ .

Destroy after third system backup.

b. Inmt data tam?s and uaue r record.

Destroy when no longer required.

c. Outwt data and reoo rta-COM and Daner.

Destroy when no longer required for reference.

d. j%$$tem documentati “onto include description of
data elements. fits lavo ut. code books, and om?rators aml
user manuals.

Destroy when superseded or no longer needed for
reference.

SSKX4!Q

SUPPLY LEVELS RECORDS

1, CRITICAL ITEMS LISTINGS.
by inventory control points.

L- maintained

Destroy when 3 months old or action has been taken.

2. REPORTS OF CRITICAL STOCK LEVELS
(BALANCES). Reports accumulated by supply control
activities.

Destroy when 3 months old or action has been taken.

3. FINAL TITLE STOCK INVENTORY SYSTEM.
System providea management support concerning on-
hand assets, reservations, excesses and deficiencies in the
various final title stock inventory accounts. Prondes
capability for reservation, estabiiabment, modification
and conversion of Coordinated Shipboard Atlowance List
(COSAL) unit loads. System maintained at FACSO Port
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Hueneme and supports NAVFACENGCOM
Headquarters, NAVSUPSYSCOM program manager,
and all CBCS.

a. Master file and historical data tams.

Destroy after third system backup.

b. Inrmt data tams and DSOer record.

Destroy when no longer required.

c. Quttmt data and eDorts-Cr OM and DSJWr.

Destroy when no longer required for reference.

d. SYS@MSdwu mentation to include description of

data e eme1 nts. file Iavout. code books. and ooerators and
user manuak.

Destroy when superseded or no longer needed for
reference.

4. PREPOSITIONED WAR RESERVE MATERIAL
STOCK SYSTEM. System evaluatea assets and
deficiencies in the 2C cog inventory and enablea the Navy
to determine its readiness to respond to contingency
plans. System is sponsored by CNO (N44); maintained at
FACSO Port Hueneme; and supporta all CBCS.

a. Master file and historical data taoq .

Destroy after third system backup.

b. but data taoa and Darer recor~.

Destroy *en no longer required.

c. OUtDtdtia~u t d remMs-CO M and oaoe r.

Destroy when no longer required for reference.

d, Svstem docume ntation to include deSCriDti@lOf
data elements, file Iavout. code books. and owrators and
user manuals.

Destroy when superseded or no longer needed for
reference.

FINANCIAL INVENTORY CONTROL RECORDS

1. SUMMARY REPORTS OF MONTHLY,
QUARTERLY, OR OTHER PERIODIC FINANCIAL
fNVENTORfES AND RELATED CORRESPONDENCE.

Destroy when 2 years old.

2. PRICE ADJUSTMENT FORMS.

a. Master file and hktorical data tapes.
Destroy when 1 year old.

Destroy after third system backup.
3. ITEM PRICE CARDS.

b. Inr)ut data taoes and DaDer record.

Destroy when no longer required.

c, Outmt da a andt remwts-CO M and Daoer.

Destroy when no longer required for reference.

d. Svstems documentation to include description of
data elements. file lavout, code boo ks, and omrators and
user manuals.

Destroy when superseded or no longer needed for
reference.

5. MATERIAL REQUIREMENTS PLANNfNG
SYSTEM. System provides audit trails between Joint
Chiefs of Staff (JCS) contingency plans and current
Naval Construction Force stock assets. System is
maintained at FACSO Port Hueneme and supports
NAVFACENGCOM Headquarters and all CBCS.

Destroy when cancelled or obsolete.

4. FINANCIAL DETAIL CARDS OR TAPE
RECORDS. Financial summar y cards or tapea,
including daily store detail tapes and semi-annual
voucher/invoice tapes.

Destroy when 6 months old.

5. OTHER TAPE RECORDS. Records created or used
by supply activities or by activities performing supply
functions in connection with the periodic processing md
reporting of financial inventory accounting data

a. ~tores Ledger Ta~. Tapea used to input data to

subsequent updated tapes.

Destroy after preparation of third generation tape.
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b. Weeklv Storea Summary TaE and Financial
‘fkanaactions Tarws.

(1) Master of end of Septesnber (end of fiscal
year) tapes.

Destroy 45 days after submission.

(2) AU other tapes.

Destroy after preparation and submission of the next
monthly return or report, unless notified to hold
longer.

c. Other Records Used b COMection with or
Incidental to D@ or Otbe r Periodic Processing.

Dsatroy when superseded or successfully merged or
updated and new tapes are verified, and/or until
preparation of next periodic summar y listing or
report,

$Src 44504459

$TORAGE RECOR~

RELATED RECORDS UNDER SSIC 4451-STANDARDS
AND PROCEDURES, SSIC 4453-OPERATIONS, AND
SSIC 4454-INSPECTION AND MAINTENANCE,
SHOULD BE FILED UNDER SSIC 44S0.

Sslc 4450

mo RAGE RECORDS

1. REPORTS, RELATED CORRESPONDENCE, AND
PAPERS. Reports concerning the storage of supplies and
equipment including those relating to storage operations,
storage standards, and procedures, cross-servicing
agreements, storage space utilisation, storage facilities,
and storage maintenance.

a. Individual Storage Unit Renor@.

Destroy when superseded or revised report is
forwarded to NAVSUPSYSCOM.

b. Otb~. ReWrts such as Storage Space
Utilisation and Occupancy Report (DD SOS), Report of
Household Goods Storage Activities (I)D 1166), and
ExpIosive Storage Reports.

fh!strOy wbeO 2 y- old.

c, Storage and Warehousing Facility Permi@
and cross-se Wicinll AO eement$. Agreements

such as Request and Authorization-Commercial
Warehouse Service or Cold Storage Reports (.DD 810).

Destroy 1 year after permit, lease, or agreement is
terminated.

2. LOCAL STORAGE CONTROL RECORDS Records
such as space or location charts or cards, space or bin
assignment records, and other papsrs used for space
assignment or control purposes, or as locator media for
supplies and equipment, or as record of stock locations.

Destroy when superseded or obsolete.

3. SPACE LAYOUT OR PLANNING CHARTS,
ILLUSTRATIONS, OR OTHER RECORDS. Records
relating to storage space utilization, planning or layout.

Destroy when superseded or obsolete.

4. WAREHOUSE RECEIVING AND DISPATCH
RECORDS. Extra copies of arrival reports, copies of
outbound shipping reports, work sheets, and other
documents used as local warehouse receiving or dispatch
(shipping) records. These are maintained by depots,
warehouses, or receiving platforms in connection with
arranging for the receipt, packing, unloading, or
dispatch of supplies and the assignment of labor and
equipment for handling supplies at depota, warehouses,
etc.

Destroy 3 months after material is received.

5. STORAGE SPACE PLANNING AND LOCATOR
RECORDS. Records used in connection with space or
layout planning, or to locate supplies, or as check or
inventory record of stock locations. Include bm tags,
space location sheets or cards, and layout diagrams or
spac~pbuming charts.

Destroy wbem superseded or obsolete.

Sm42

SPACE CONTROL RECORD!$

1. SPACE ADMINISTRATION MANAGEMENT
SYSTEM. This system maintains a database of all Navy-
controlkd spaces. The system accounts for the number
of square feet of space being utilised by aU Navy
activities and some other selected DOD-owned spaces, the
cost of these spaces, the vacant space curr~tly avaitable,
etc. Standard reports are produced for ChfO (N4) use in
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managing Navy/DOD space requirements md outputs of
semi-annual changes are produced for submission to
DOD to meet Navy requirements. This system usea the
Navy’s HIs Management System (FMS) database
management system. System is maintained at
NAVCOMTELSTA Washington and supports naval
facilities.

a. Master file and historical data ta~.

Destroy after third system backup.

b. hmut data trees and MM r record.

Destroy when no longer required,

c. Qutnut data w d reoorta-COM and Daoer.

Destroy when no longer required for reference.

d. ~vstems docume ntation to include deacriDtion of
data elements. file lavout. code books. and omwators and

Y= manuals.

Destroy when superseded or no longer needed for
reference.

SMQM4!!

MATERIALS HANDLfNG RECORDS

1. REPORTS AND RELATED CORRESPONDENCE.
Correspondence concerning material hmdting operations.

-Oy when 2 yeltl%old.

2. LOCAL OPERATIONAL RECORDS. Records
maintained by depots and other activities relating to the
operation and utilization of materials handling equipment
including work ~t records, wor~8 repo- of
materials handling equipment, dispatch control records,
information on equipment loaded or unloaded, and other
similar local operational (work control) papers.

Destroy when 6 months old.

~Q

DISTRIBUTION RECORDS

1. PRIMARY PROGRAM RECORDS.
Correspondence, reporta, studies, and other records that
document the eatabtishment, development and
accomplishment of the naval distribution system policies,
plans, and program, maintained by ASSTSECNAV

(I&E), CNO, HQMC, Systems COIMIIMdS,and single
manager agents under the operational control of DON.

a. W.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 20 y- old.

b. MARCORP$

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

2. ACTIVITIES GENERAL CORRESPONDENCE.
Files of all activities and offices (departmental and field)
and departments, divisions, or other organizational units
of activities or offices relating to the operation and
administration of the naval distribution system, (’Exclude
records covered under SSIC 4470, paragraph 1,)

htrOy wb~ 2 y= old.

3. DISTRIBUTION SYSTEM REPORTS. Reports
relating to all phasea of DOD distribution system and
submitted to or summari red in reports to higher
authority.

DeStrOywhen 2 y- old.

SSIC 4480

MATERIAL EXPENDITURE RECORD6

1. MATERIAL USAGE AND EXPENDITURE DATA.
Data accumulated by activities in determiningg material
requirements.

Destroy when 1 year old or superseded, whichever is
later.

gmc 4490

MATERIAL REWIRE MENTS, ADVANCE
PLANNING. RECORDS

1. MATERIAL (SUPPLY) REQUIREMENTS
ESTIMATE FILES.

Destroy when 1 yar old or superseded, whichever is
later.

SSIC 4491

RE(XJISITIONS AND OTHER MATERIAL OR
SERVICE RECNIEST RECORDS
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1. REQUISITION FILES. Requisitions, service
requests, invoicehhipmemt orders, and supporting papers
and correspondence. (See chapter 7 for accounting
Copies.)

Destroy where 1 year old or filled, whichever is later.

2. WORK AUTHORIZATfON (JOB OR WORK
ORDER) FILES. Work, repair service or job orders or
requisitions, and other similar documents, supporting
papers md related correspondence. (See Chapter 7 for
accounting copies.)

Destroy when 1 year old or superseded, whichever is
later.

DeStrOywhen 2 yelll%old.

SPECIAL RIMTRICT IONS ON DISPOSAL ACTIONS
RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence and related papers on policies and
procedures that deviate from normal utilization screening
property sales conditions in the disposal of excess and
surplus personal property.

k%trOy when 2 y= old.

SsLc4MJ
3. REQUISITION OR ORDER LOGS.

DONATIONS AND TRANSFERS RECOR~
Destroy when 1 year old.

$3SIC4500-4599

REDISTRIB UTION AND DISPOSAL OF PROPERTY

SSIC 4500

GENERAL REDISTRIBUTION AND DISPOSAL OF
PROPERTY RECORDS

1. PRIMARY PROGRAM RECORDS. Records of
HQMC, NAVSUPSYSCOM, NAVFACENGCOM, and
other second echelon commands responsible for the
development, establishment, and implementation of
property redistribution and disposal policies, program,
and procedures.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

b. MARCORPS.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 y~ old.

2. GENERAL CORRESPONDENCE FILES. Ftles and
other records retating to the operation and administration
of property redistribution and disposal functions (other
than program records covered under SSIC 4500,

WWaph U fitfied by units responsible for
property disposal.

1. GENERAL CORRESPONDENCE FILES.
Correspondence and related documentation on request
for donation or transfer of excess or surplus personal
property.

Destroy when 2 years old.

SSIC 4530

jWLES RECO~

1. SALES PROGRAM FILES. Records relating to the
sale of property involving transactions of $25,000 or
more and documenting the initiation and development of
transactions that deviate from established procedures
with respect to the DON disposal program. The records
are accumulated primari Iy by systems COmlllWIds and
offices.

Retire to nearest FRC 1 year after closing of
transaction. Destroy tien 10 years old.

2. SALES CONTRACT CASE FILES. invitations, bids
and awards, acceptances, and general sales forms and
COditiOIIS(such M fklk Of t%~~ent prOWrty
Standard Forms (Bid and Award (SF 114, Item Bld Pa~
Sealed Bid (SF 114A), Item Bid Page-Sealed Bid (SF
114B), and General sales Terms and Conditions (SF
114C)), lists of material (item descriptions), evidences of
sales and related correspondence and paper (other than
those included in SSIC 4530, paragraph 1). The
transaction is considered completed for purpose of
disposal when property has been removed from
Government premises and final payment has been made
(any monies due to the Government have been collected),
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3.

a. &lea offices Case Fileq

(1) Transaction of more than $2S,000.

Retire to nearest FRC after 1 year. Destroy 6 years
and 3 months after final payment.

(2) lhnsactions of $25,000 or less.

(a) Actions ~tig.

Close at end of fiscal year. Destroy 3 years after
final payment.

(b) No actions pendintl.

Bring forward the next fiscal year’s file for
destruction therewith.

b, @her me Film.

Apply appropriate subitem of SSIC 4200.

SALES RETURN RECORDS.

Retire to nearest FRC after 1 year. Destroy 6 years
and 3 months a!ter period covered.

SSIQ15M

9~ -LEASES AND EASEMENTS RECORDS

1. OUT-LEW RECORDS. Records such as lease
documents, drawings, or site maps and other pertinent
papers.

Destroy 3 years after tease is terminated.

2. EASEMENT RECORDS. Records consist of a right,
now revocable at will, to use real property of the
Government for a limited purpose.

Destroy when right is revoked.

SSIC 4540

EXCHANGE OR SALE OF NONEXCESS PERSONAL

PROPERTY RECORDS

1. INTERNAL INSTRUCTIONS, REPORTS,
CORRESPONDENCE, AND OTHER RECORDS.
Records related to implementation of the program to
replace obsolete or worn out non-excess personal
PrOP@Wby Sehg or trading in the on-hand material
and applying tbe proceeds of sale or the trade-in

allowance to reduce the cost of tbe repla~t item(s)
(other than primary policy files and record copies of
instructions covered under SSIC 4500, para8ra@ 1).

Destroy when 2 years old.

~sxc 4370

EXCESS AND SURP LUS PROPERTY RECO~

1. CORRESPONDENCE AND RELATED PAPERS.
Correapmdmce regarding surplus material available at
naval activities, including lists of material certified as
surplus by activiti= and designated for redistribution
within the DON.

Destroy when 2 Years old.

2. REPORTS OF EXCESS AND SURPLUS
PROPERTY. Reports such as Report of Excess PersoMl
Property (SF 120) md reports of salea of Government
property, invitations, bids, and accep6mces; and related
correspondence and papers.

Destroy 1 year after final action has been taken.

3. PROPERTY DISPOSAL CASE FILES. Files relating
to salea of exe- and surplus property.

APPIYdisposition uder SSIC ‘toW W“ 3c”

4. EXCESS VESSEL FILES. Correspondence and
re~ted papers conca tie *pp@ ad Pr=rvation
of vessels excess to the Navy and awaiting disposal action.
‘heae records are primarily maintained by
NAVSEASYSCOM activities.

Destroy 2 years afler disposal action is completed.

SSIC 4600-4699

GENERAL TRAVEL AND TRANSPO RTATION

RECORDS

RELATED RECORDS UNDER SSIC 4601-
TRANSPORTA~ON AND SECURITY, SSIC 4602-
TRANSPORTING HAZARDOUS MATERIAL AND
SSIC 4603-TRANSpoR~G MAIL SHOULD BE
FILED UNDER SSIC 4600.

SSIC 4600

GENERAL TRAVEL AND TRANSPORTA~ON
RECORDS
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1. GENERAL CORRESPONDENCE FILES. Records
relating to the development md implementation of plans,
policies, md procedures for the security and
transportation of naval material (hazardous and non-
hazardous), shipment of military and civilimhousehold
goods, mail, and for terminal transportation and
procedures for the transportation of naval material and
the shipment of military and civilian household goods,
and for terminal transportation operations (land, sea,
and air). (Exclude primary program correspondence
filed under SSIC 4000, paragraph 1.)

Retire to WNRC when 4 years old. Destroy when 20
years old.

b. MARCORPS.

Retire to WNRC when 5 years old. Destroy when 20
years old.

2. GENERAL CORRESPONDENCE FILES AND
OTHER RECORDS OF THE BUREAU OF NAVAL
PERSONNEL (BUPERS). Records documenting
responsibilities for the development and implementation
of policies and procedures for the transportation of
military persomel.

Retire to wNRC when 4 years old. Destroy when 20
y~ old.

3. GENERAL CORRESPONDENCE FfLES OF
ACTIVITIES AND OFFICES RESPONSIBLE FOR
TRAVEL AND TRANSPORTATION MAITERS. Files
relating to their operation and administration. This
applies to the records of individual organisation elements
of NAVSUPSYSCOM and MARCORPS. (information
contained in such records relating to transportation
policy, procedure, plan, system, etc., having applicability
for a period longer than the spx.ified retention period, is
incorporated in an appropriate subject matter paragraph
in this manuaL)

Destroy where 3 years old.

4. TRANSPORTATION REPORTS. Reports and copies
of reports forwarded to or summarised in reports
submitted to higher authority and not specifically
authorised for other disposal in the 4600 series.

smp~rwrs (CARGO AND FREIGHT) RECORDS

1. RECORDS RELATING TO SHIPMENT
(TRANSPORTATION) BY COMMERCIAL CARRIER.
Shipping documents and related correspondence and

Pm ~ to the transportation of material by
commercial carrier, including copies of bills of lading, air
bills, cargo lists, individual shortage md demurrage
reporta, manifests, and other supporting documents
containing pertinent freight classification data; storage in
transit records, including records of transit freight bilks
and tonnage credits; export certificate, transshipment
tomage data, car and car demurrage records.

a. Issuing Of6 ce Memorandum CoDies. Copies
other than those identified in SSIC 4610, paragraph ld.

DeStrOywhen 3 y- old.

b. AU other CoDie&

DeStrOywhen 1 yeSr old.

c, Rem“sters and Control Records,

Destroy when 3 years old.

d. International Shinments of Household Go@j
Records Moved bv Frei~t Forwarders.

Retire to nearest FRC when 1 year old provided
records are not required for daily operations.
Destroy 6 years after the period of the account.

2. SHIPMENT (TRANSPORTATION) BY
GOVERNMENT CARRIER RECORDS. Government
bitls of lading, cargo manifests, freight warrmts and
waybills, and other documents supporting shipments by
Government carriers. Exclude Military SeaIift Command
(MSC) cargo shipments. (See SSIC 4620.)

Destroy when 3 years old.

a. Issuh Office Memorandum CoDi~. copies
other than those identified in SSIC 4610, paragraph ld.

DeStiOy when 3 yeiUS old.

b. All Other CoDies.

Destroy when 2 years old.
Destroy when 1 year old.

c. Reizisters and Control Records.

SsEm!l
Destroy when 3 years old.
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d. Internati“onal t%“nments of Household Goods
Records Moved by Freight Forwarders.

Retire to nearest FRC when 1 year old provided
records are not required for daily operations.
Destroy 6 years after the period of the account.

3. COPIES OF SHIPMENT REPORTS AND RELATED
PAPERS SUBMITTED OR SUMMARIZED TO
HIGHER AUTHORITY AND NOT SPECIFICALLY
AUTHORIZED FOR OTHER DISPOSAL. Includes
tabulated Iistings, statistical data, and special reports
(such as transportation (cargo) tonnage reports)
maintained by transportation activities for local statistical
or shipment management purposes.

1. ROUTE ORDER FILES. Orders and other records
relating to the authorization and routing of fkeight
shipments. These copies are used for statistical or other
local informational pm-paws. Include routing requests,
route orders, routing authorisations, other records or
routings, and related correspondence ad wpers.

Destroy wbem 1 year old or purpose is served,
whichever is earlier.

2. OCEAN MANIFESTS AND RELATED PAPERS.
Records used by freight terminal offices or other similar
activities for routing management purposes only. (See
SSIC 4610 for other copies.)

Destroy when 2 years old.
Destroy when 2 years old.

4. CANCELLED BILLS OF LADING.

Destroy when Omtiuy reported as canceled.

SMQ!a

SHIPMENT ORDERS RECORDS

1. SHIPMENT ORDERS OR REQUESTS
SUPPORTING BILLS OR LADING.

Destroy with supported bills of lading.

2. SHIPMENTS REQUESTS AND RELATED ORDERS
USED AS REQUISITIONS.

Destroy 2 yenrs after completion or cancellation of
requisition.

b. MARCO~.

Destroy 1 year after completion or cancellation of
requisition.

3. LOST OR DAMAGED SHIPMENT FILES.
ScheduIes of valuables shipped, correspondence,
memoranda, reports, and other records relating to the

ernment Losses in shipmentadministration of the Gov
Act.

JssKxM

ROUTING RECORDS

3. SECTION 22 OF THE INTERSTATE COMMERCE
ACT QUOTATIONS FILES AND TARIFF FILES.

Destroy when 6 years old or when carrier claims are
settled. whichever is later.

SsmlQ!l

SEA lXANSPO RTATION RECORDS

THESE RECORDS ARE ACCUMULATED BY MSC
ACTIVITIES, INCLUDING HEADQUARTERS MSC
AND SUBORDINATE COMMANDS AND OFFICES.
MSC RECORDS NOT COVERED IN TIHS SSIC (4620)
SHOULD BE DISPOSED OF FOLLOWING
PERTINENT SUBJECT MATTER PROVISIONS
THROUGHOUT THIS MANUAL. RECORDS
ACCUMULATED PERTAINING TO GOVERNMENT
OWNED, NAVAL FLEET AUXILIARY, AND
SCIENTIFIC SUPPORT SHIPS OPERATED BY MSC
ARE COVERED UNDER SSICa 4621,4623 AND 4624.
REGARDLESS OF THESE AUTHORIZED
RETENTION PERIODS, ANY RECORDS
PERTAINING TO UNSE’ITLED CLAIMS, TO
MATTERS UNDER LITIGATION OR
INVESTIGATION, OR TO GAO EXCEPTIONS ARE
TO BE RETAINED UNTIL AFITIR CASE IS FINALLY
SEITLED OR CLOSED.

1. PRIMAltY PROGRAM RECORDS.

a. Comman der Militarv Sealift Command (COMSC).
Subiect Ftles. Comespondence, reports, and other
records that document the organisation of the service and
the overall development and execution of plans, policies,
program, and procedures relating to the comman d’s
assigned mission of providing sea transportation for DOD
goods and persomel; and related index records.
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(Exclude internal operating records covered in SSIC
4620, paragraph 3.)

Permanent. Retire to WNRC when 2 years old.
‘kmafer to NARA when 20 y- Otd.

b. Offices and Other Organizational units of
Headquarters. MSC. Subiect Files. ‘Iltat portion of the
tiles that document plans, programs, general procedures,
the overaU accomplishment of assigned functional
responsibilities, and the performance of essential
transactions, when these files are not duplicated or
esaentiaUy documented in files covered by SSIC 4620,
paragraph la. Include program documentation of the
transportation, fleet operations, engineering, and
contracting offices. Include also Congressional tiaison
files of the legislative and public affairs office.

Permanent. Retire to WNRC when 2 years old.
Transfer to NARA when 20 years old.

c. wMi lift c Ihea subarea
Commands Subiect Files. Correspondence, reports, and
other records that document the execution of plans,
policies, programs, and procedures relating to the
commands assigned mission. (Exclude Internal
Operations Records under SSIC 4620, paragraph 3.)

Retire to nearest FRC when 2 years old. Destroy
when 10 years old.

d. Legal Staffs of MSC Headquarters and Area or
Subarea Commanders General Correspondence Files.
That portion of the files that document policy decisions
and the development and accomplishment of overaU plans
and programs relating to the staff% assigned
responsibilities and to the coordination of legal work
under area and subarea commanders.

Destroy where no longer needed for reference.

2. OFFICES AND OTHER ORGANIZATIONAL UNITS
OF HEADQUARTERS MSC GENERAL
CORRESPONDENCE FILES. Records that are
eaaentiaUy duplicated or summarized ia the Commander’s
general correspondence files and that relate to the overaU
performance of their functional responsibilities. (Exclude
routine operating records covered in SSIC 4620,
paragraph 3.)

&9trOy wkl 2 y- old.

3. INTERNAL OPERATION RECORDS. General
correspondence files of the COMS~ offices and other
organizational units of Headquarters, MSC; and of

subordinate commands and MSC offices, including legal
staffs, divisions, or other organizational units of the
command or office, relating to the routine internal
operation and admhdatration of their functions. Include
copies of reports submitted to higher authority and not
specifically authorisad in this SSIC (4620) for other
disposal. (Exctude primary program records covered in
SSIC 4620, paragraph 1.)

h?StrOy WbD 2 y- old.

4. MEMORANDUMS OF UNDERSTANDING.
Agreements between MSC and shipper services.

Destroy when no longer needed for reference.

5. OPERATIONAL INTELLIGENCE RECORDS
(OPERATIONS OFFICE).

a. Port Facilities FUes. Copies of reports,
brochures, regulations, photographs, and other records
pertaining to port facilities or DOD installations of
possible use to MSC for rtzsupply, emergency, or other
purposea, including copies of reports relating to foreign
ports.

Destroy when superseded, canceUed, or obsolete.

b. ~q rational Intellig
~ C Activities 1 Correaoon File!+.
Files consist of correspondence and related papem
concerning such matters as status of faalities, ships
schedules, anchorages and harbors, dredging, and
ammunition handling and stowage.

-OY when 1 year old.

6. PLOTIYNG OFFICER RECORDS.

a.shi Eml enDa D Ovm t schedules (periodic) Schedules
Received from aU USNS Vessels, COMSC scbedulea for
USNS vessels (passenger, cargo, tanker, md chartered
vessels) .

Destroy when no longer needed for reference.

b. s- “alEhiects Fil@. Copies of daily position
charts, messagea, and other reparts pertaining to specific
operations or special projects.

Destroy 3 months after completion of project.

7. PASSENGER OPERATIONS RECORDS. Summary
reports of passengers embarked by MSC. Include
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related index or control records, such as kardex records

of passenger reports received.

Retire to WNRC when 1 year old. Destroy when 5
y- old.

8. CARGO SHIP OPERATION RECORDS.

a. Shhx@ks.C-=wd-e Md tier r-~
relating to individual MSC cargo ships. Include periodic
veaael operation reports, departure md arrival reports,
schedules, cargo assignments, certificate of performance,
voyage reporta, and other similar or related records.

Retire to nearest FRC when 1 year old. Destroy
when 5 y(!ilrs old,

b. r~m.
Reports received periodically from MSC subordinate
commands and offices consisting of continental port
activity and cargo summary, overseas cargo activity,
operational report of MSC charter of USNS and USS
mrgo ahipa, and cargo and ship activity (message) report.

(1) Cargo and ship activity message reports.

Destroy when no longer needed for reference.

. ocean Mam“fests. Related Stowage Plans. and
floc~ Receiots. Information copies used for analysis of
cargo loading on commercial vessels md related card
records of manifests received. (See SSIC 4610 for other
copies.)

d. Vessel SChHillk .

Destroy when 1 year old.

e. camo Activitv Remmta (Overseas) and Port
Activitv and cargo Remwts for Continental United S-
w.

(1) Continental United Statea reporta.

Destroy when 4 years old.

(2) Overseas reporta.

Destroy when 1 year old, provided no Jonger needed
for reference or statistical purjmses.

Destroy when 1 year old.
f. Comoam and C dOmm “tv F@.

(2) All other reports.
Destroy when no longer needed for reference.

Destroy where 5 years old.

c. Cargo Tran.mortation SDace Requirements
Remwta. Reports received periodically from shipper
Services.

d. Movement ReDort Cards. A continuous record of
ship arrivak and departures.

Destroy 3 months after end of voyage.

9. CONTRMXING OFFICE FILES.

a, !Martw co tractn Administrate“onFiles.

correspondence and other records relating to the general
. .

admuustr ation of charter contracts, Include material on
general procedures and instructions, contract
preparation, rate analysis, and related matters.

& cargo Distribution and Tomawe Lifting Reoo@.

Destroy when 1 year old, provided no longer needed
for reference or statistical purpoaea.

10. TANKER OPERATION RECORDS.

a. SbiD Fks. Files consist of individual folders for
each tanker, containing correspondence on the tanker’s
operation, maintenance and repair, damagea, crew
articlex, and other similar materiau folders containing
operational records, such as tanker voyage reporta,
gauging and inspection reporta, vessel utilisation md
operation reports, and other similar reports; and folders
containing messages on operation of each vessel.

DeSt.rOywhen 2 y- old.

b. ~ Id
Periodic Reoorts from Contract Onerators ShOwim Sb@
~ ers and “ef
~gQ R

b. f)cean Terminal and Tariff Files,
(1) Loading and discharge reporta.
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Destroy when 18 months old.

(2) Att other reports.

DeStrOywhen 1 y= old.

c. Port Information FMs. Correspondence, reports
on sailing barbor and other conditions, port facititiea and
stowage information, reports of unusual conditions, and
other similar data.

Destroy when information is superseded or obsolete.

11. MAINTENANCE AND REPAIR REcom.

a. $Ytios Corresoo ndence File& Correspondence,
messages, and other records relating to individual MSC
vessels and to repair, overhaul, and maintenance matters.

Destroy when 3 years old.

b. Job Order Sotw“fications and Final Cost ReDorts
of Vessel Re firs. Reports include departure (final cost)
reports for repairs to tankers. Tbeae document vessel
repairs, maintenance, alterations, and conversations.

Destroy when 5 yeJlrs old.

c. Inventorv and Condition Surv evs for all MSC
VeaselS. Surveys include cursory condition survey
reports and reports received when vessel is placed under
MSC control, annual material inspection reports, and
annual boiler inspection reports.

Destroy when no Ionger needed for reference.

12. ENGINEERING RECORDS.

a. American Bureau of 8biDUiDfland United Statq
Gu d~~ “ficates for

Tankers. Transports. etq.

Destroy when vessel is scrapped (deleted from
Register of United States Naval Ships).

b. Blueprints and Plans for MSC VeaseL Files
maintained by the technical division, such as files or
plans, specifications, and/or data books for all categories
of hull, machinery, structural detail plans for tanker
stability plans, general arrangement ptans, conversional
repair specifications, new design pbms, and related
documentation.

Destroy 3 years after superseded or vessel is removed
t%omMSC control.

c. vessel Files. Records relating to individual MSC
cargo and transport vessels. Comprise records relating
to engineering matters, such as boiler and other
inspection reporta, reporta of ships undergoing repair or
alteration, port and voyage abstracts, docking reports for
MSC cargo and transport vessels (annual or biannual),
propeller data (measurement), and other similar reports
or records.

(1) Docking reports and propder data.

Destroy when vessel is removed from MSC control,
DeStrOywheII S y- old.

d. American Burea u of Shimina and U.S. Coast
Guard InsDectI“onReoorts and Certifications and CoDies
of Related Documents

Retire to FRC when 2 years old. Destroy when 20
y- old.

e. @i Alr ion~ d Alteration
ADDrOVdRecor@. Include reeords for all USS vessels
and for escort aircraft carriers (CVEs) under MSC
control.

Destroy when all applicable ships have been removed
from MSC control or craft is stricken.

f. Tanker Passage Reoort Files. Copies of voyage
abstracts, abstracts of engineering logs, or engineer
Passage reporta, and other similar records.

(2) other vessel engineering files such as belt
books, watch logs, and similar records.

Destroy when 5 years old.

d. T~ Reoorts.

&StrOJ’when 5 yelll%Oki.

e. Engineeti CaIculations and Related Technicil
Information Regarding MSC Vessels.

Destroy 3 years after data calculations are
superseded by later data or when data become?
obsolete, whichever is artier.

f. ~@D~Qf
Tecbn ical Macbinerv and Stmctura I Plans for Sh@,
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Retire to WNRC when 3 years old. Destroy where 20
years oM.

(1) New design plans for ships created by the
technical division.

Destroy 3 years after superseded.

(2) AU other design files,

Destroy when 2 years old or no longer needed for
Iwal reference, whichever is earlier.

h. Shius Electronic Files. Correspondence and other
records relating to electronics matters aboard individual
MSC ships. Electronic equipment stock record reports
received from subordinate comman ds and related
tabulations and records.

year. fncludea details on volumes of cargo moved on a
route by route basis

(1) Record copy maintained by office preparing
consolidated report.

Permanent. Retire to FRC when 2 years old.
Transfer to NARA when 20 years old.

(2) Other non-record copies.

Destroy when no longer required.

e. Statistical Tables or L*. Tables or lists
prepared primarily for internal analysis or special one
time requests.

DeStrOywhen 3 y- old.

f. Monthlv ShiD Activity Reoorts and Tanker
Vovage Reoorts Submitted bv MSC Shims.

Destroy when 3 years old.
Destroy when no longer needed for reference,

13. MATERIAL RECORDS. Ship Equipment Data
includes copies of trial trip reports, allowance lists, and
other basic material data,

g. Revenue/Lift and Exuense Statistical History.
Records maintained on magnetic tapes as a basis for
special studies.

Destroy when vessel is stricken.
Destroy when no longer needed for reference.

14. REVENUE, LIFF, AND ANALYSIS RECORDS.

a. MSC Ocean Transportation Billing
Substantiations. Records include paper copy or
microfiche of data at the transportation account code
Ievel and magnetic tape of backup data at the shipment
unit level.

Destroy when 3 years old.

b. Reven ue/Iift hmut Data. Data include
microfiche of cargo manifests and listings of data
submitted on passenger, per diem, and petroleum-oil-
Iubricant (POL) lists.

Destroy when 3 years old.

c. Commercial Exoense Reo.ort$. Reports submitted
by ar~ COUUMdS and SUItMIUUT“zealfor COMSC
analysis.

-Oy wileO 3 ye411%old.

d. Financial and Statistical Annual Remwts, Reports
prepared for external distribution. Includes management
narratives with comments on MSC operations during the

15. MSC INSPECTOR GENERAL RECORDS. Reports
of inspection and survey made of subordinate activities
by area command survey teams. Include shipboard
inspection reports.

Destroy when 2 years old or superseded, wbicbwer is
later.

16. PASSENGER LISTS.

. Master Paasenae r Lists with Arrival Dates Af6xed
@n~Offiaal CODVof Each L@.

Transfer to nearest FRC when 2 years old. Destroy
when 5 years old.

b. All other Passenger Lists.

(1) Comptroller offices of MSC activities.

Destroy accounting copies when 2 years old.

(2) Au other offices.

Desiroy when purpose is sSNed.
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17. LOCATOR FILES (SHIP AND PERSONNEL).

Destroy when 1 year old.

18. SHIPS AVAILABILITY REPORTS.

Destroy when 2 years old.

b. All other DiviSiOllS and Activitie+

Destroy when superseded or cancelkd.

19. REVENUE AND LIIW RECORDS MAINTAINED
BY AREA COMMANDS.

a. flource Data. Data used to prepare reports to
COMSC on estimated or actual cargo, POL, passengers,
or per diem lift.

Destroy when 3 years old.

b. Qcean Manife+stq. Manifests on microfiche
prepared by COMSC for backup to payments or for
analysis of machine-generated lift or income data.

DeStrOywhen 3 yelu’s old.

c. Data Remwted to COM=. Data such as
revenue/lift or commercial expense input.

Destroy when 2 years old.

20. MSC ENGINEERING OFFICE RECORDS.
Records maintained for internal maintenance and repair
p- and for progress control purposes. (see
pertinent subject matter series for official contract and
order files, inspection files, etc.)

a. MSC Vessel (SbiD) Case Files. Correspondence
and related papers pertah@ to MSC ships undergoing
repair or alteration. Include such records as copies of
alteration requexts, bkls, field orders, repair
specifications, progress and inspection reports, departure
reports, md other similar reports, papers, and related
correspondence.

Retire to WNRC when 4 years old. Destroy when 30
years old.

b. Pre-vovaQe Vessel Condition Remwts.

c. Remmts and Abstracts. Reports, other than those
filed in case fiIea covered in SSIC 4620, paragraph 2oa,
such as port and voyage reports and abstracts; engine
department log abstracts; conversion progress reports;
lube oil analysis reports; boi!er water conditioning
reports; inspection of water or pressure vessel reports;
periodic maintenance reports of vessels and reports of
vessels undergoing conversion and repairq and other
similar or related reports psrbmmg‘ “ to local maintenance
and repair functions,

h?StrOy when 1 y- old.

d. DecommlS!UonmR t
. . .

Inven ories.

Destroy when 25 years old.

e. Shies characteristics Data.

Destroy when superseded or ship is removed from
MSC control.

f. Records of EauiDment Aboard MSC Vessels.

Destroy when superseded or vessel is removed from
MSC control.

g. ~ Diswsd of
~ rs. Records incIude
declarations from contractors, invoices, md
memorandum approving payment.

Destroy when 4 years old.

21. CMLIAN MARINE PERSONNEL RECORDS.

a. Qualification Records.

Destroy 1 year after transferor separation of
employee.

b. ~e
Persomel.

Destroy when 2 years old or superseded, whichever is
earlier.

c. Crew Lists.

Retire to nearest FRC when 2 years old or after
pertinent claim settlement, whichever is later.
Destroy when 10 years old.

Destroy when 1 year old. 22. OPERATIONS DMSION RECORDS.
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Retire to nearest FRC quarterly. Destroy when 50
yeara old.

h. Vessel MOVSID ent Records. Records including
copies of operational orders and movements and
SUppottillg documents.

i)eatroy when 2 years old.
b. ShiOS Data and Charac tenstics Record&

Destroy when superseded or vessel is removed from
Msc control.

c. ShiD Itinerar v Cards or Other Records of Vessel
Movements.

tklS@OyWbSO5 yeSrS old.

d. Billet Assianme nt Aboard ShI“o Record&

Destroy when 6 months old.

~ d Owrational

=. Records SUCbas shiPs av~~bihty rePorts ad
weekly MSC operation reports; vessel activity reports,
port activity, and cargo forecasts and summaries; space
reservation reports and sununari ea of space available;
Army tists indicating cargo on wharvea available for
shipment; Mutual Defense Assistance Program (MDAP)
shipment reports; and other related documents. Tbeae
are copies accumulated for operational planning and ship
and cargo availability purposes.

Destroy when 2 years old.

f. MSC Manifests and Hatch Lists. Records
together with related bills of Iadmg and other similar
records pertaining to each sailing of individual vessels,
and copies used for operating purposes. (See SSIC 4610
for official outbound and inbound shipment copies.)

(1) After outgoing cargo is loaded within area of
responsibility.

tkatroy when 2 years old.

(2) After ship bringing in incoming cargo departs
the area.

Destroy when 2 years old.

g, Berthh Pbms for MSC Passenger Vessels.

Destroy when superseded or vessel is stricken from
register.

i. jihin Vovage Fdes. Cargo preplanning (ship
voyage) files containing such records as rough shipping
orders, certificate of performance, stowage plans, copies
of damage reports, and agreements of cubica of cargoes;
claims (ship voyage) files, including space changer
invoices and claims files containing such records as
manifests, shipping orders, out-turn reporta, invoices,
status slips, and claim forms; ship voyage files (general)
used for cargo operation purpoaea and containing such
records as manifests, copies of bilk of lading, sailing
messages, out-turn reports, applications for berths,
confirmation of berth assignments, and related
correspondence.

tk?strOywhen 2 JWUS old.

j. ~) “on
*s. Copies operational orders md movement reporta,
delivery and redelivery survey reports and certificates,
port logs, condition surveys, and related correspondence.

Destroy 2 years after delivery of veswl.

k. Charte r Contrac*.

Apply appropriate section of SSIC 4200 series.

L ~ d Other erth
Sbhboard Reoort&

Destroy when 3 months old.

Destroy when 6 months old or information has been
plotted on position chart or otherwise recorded,
whichever is earlier.

n. con dition Survey Reoorts. Arrival and Ikmarture
Ins oection Remmts. and on-hire and Off-hire
Insoecti“Ons.

D@rOy when 2 y- old.

0. Quartermaster’s Notebooks Forwarded Annualh to
Home Ports bv Individual MSC Vesseb.

Destroy when 3 years old.
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P. !Mbef v- o-ahI “onReu@s and Records.
Records including time relating to passenger and cargo
handling matters, and to other MSC operational matters
not specifically covered ekewbere in this SSIC (4620)
series.

Destroy when 2 years old.

SsKMu

GOVERNMENT-OWNED SHWS RECORDS

THESE RECORDS ARE ACCUMULATED BY THE
CARGO TRAFFIC DMSION AND TANKER
DMSION, ASSISTANT CHIEF OF STAFF (ACOS)
(Transportation), AT HEADQUARTERS, Mf%
WASHINGTON, D.C. TANKERS IN THIS
CATEGORY INCLUDE T5s AND Tls.

1. CARGO TRAFFIC DMSION RECORDS.

a. j3biD Oswjrations Branch General Shins Files. Files
including activity reports, correspondence, and messages
pertaining to ships schedules, casualty reports,
diversions, and special projects.

=Oy wheO 5 y- old.

b. Movement Reoort Cards . Continuous record of
ship arrivals and departures.

Destroy when no longer needed for reference.

2. TANKER DMSION RECORDS.

Apply SSIC 4620, paragraph 10.

MERCHANT MARINE (COMMERCIAL OCEAN
CARRIERS) RECORDS

THESE RECORDS ARE ACCUMULATED BY THE
MERCHANT MARINE ASSISTANT’S OFFICE AT
HEADQUARTERS, MSC, WASHINGTON, D.C.

1. CARGO WFIC DMSION AND INTEGRATED
SEALHW SYSTEM DMSION GENERAL
CORRESPONDENCE FILES. Records relating to the
overall mission of the divisions and their orgsnidion and
significant accomplishments, including liaison activities
with the Maritime Administration.

Destroy when 3 years old.

2. MERCHANT MARfNE VESSEL FILES. Fik+s
include individual case folders for each active merchant
marine vessel having previous service with the Navy or
the Army Transportation Corps, each m4jor merchant
ship built since World War H, each ship currently
assigned to MSC, and each merchant type ship
transferred to the Navy by the Maritime Admkdatration,
and related kardex and tinedex records of merchant
marine vessels.

DeStrOJ’ whai vesselis sold, forei~ @s those under
“effective U.S. control”), scrapped, sunk, or no
longer considered suitable for tbture service in the
American Merchant Marine.

3. MERCHANT MARINE VESSEL PLANS. Plans
including conversion plans for ships converted to
merchant vessels.

Destroy when superseded, obsolete or ship is
removed from “effective U.S. control, ” sold, foreign,
sunk, or scrapped.

4. MSC SHIP REGISTER (DESIGNATED RECORD
COPY). A send-annual publication listing the prinaple
characteristic of MSC ships and U.S. ftag ocean going
merchant ships over 1,000 gross tons owned by the U.S.
Government or American citizens. Principle
characteristics of each vessel inctude the buikling yard,
current owner, cnpacity, speed, engine type, length,
beam, draft, turning radius, crew compliment, etc.
publication is arranged in 3 SIXtiODS: ~pba bting Of
active and inactive MSC ships; Alpha listing of merchant
ships and their operating status; and Tabulation of ships
in the Maritime Administration National Def~ Reserve
Fleet.

Permanent. Transfer to NARA in 5 year blocks
when the oldest record in the block is 5 years old.

5. ANH3RICAN BUREAU OF SHIPPING LISTINGS
WITH SUPPLEMENTS AND LLOYD’S REGISTER
WITH SUPPLEMENTS.

Destroy when 5 years old.

NAVAL FLEET AUXILIARY FORCE SHIP RECORDS

THESE RECORDS ARE ACCUMULATED BY THE
NAVAL FLEET AUXILIARY DMSION, ACOS
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(FLEET OPERA~ONS), AT HEADQUARTERS, MSC,
WASHINGTON, D.C.

1. GENERAL SHIP/SUBJ’ECT FILES. Records include
weekly operational reports, messages, and
correspondence l@amu%!“ . to operational reports,

messages, and correspondence p@ain@i tO the Ship’s
developed% conduct of mobile logistic suPPofi of the
U.S. and Allied fleet operating forces by shiPs ass@ed,
and procedurm governing the operation and utilization of
all other ships not readily identified with the routine
Point-tmpoint transportation of personnel, dry CMIIO,and
POL.

a. Paoe r Records.

Destroy 2 years atter microfifig or after fihn is
verified, whichever is sooner.

b. MiWOfibUWCOC@.

Destroy when superseded, obsolete, or no longer
needed for reference.

flSIC 4624

s IENTIFf~ RECORDS

THESE RECORDS ARE ACCUMULATED BY THE
ACOS (FLEET OPERATIONS), SCmNTIFIc

SUPPORT DMSION, AT HEADQUARTERS MSC,
WASHINGTON, D.C.

1. SCIENTIFIC SUPPORT DMSION GENERAL SHIP
FILES. Fih?ainclude weekty operational reports, sai~
orders, ship schedule% messages, and correspondence
pert-g to ship operatiom.

Destroy when 1 year old.

2. QUARTERLY EMPLOyME~ SCHEDULES.
schedules for a 3-month period.

Destroy when 6 months old.

3. SHIP LOCA~ON REPORTEMpLOyME~
SCHEDULE. Records showing positions, port calls, and
departures.

Destroy when no longer needed for refermce.

$IC 4630-463 2

AIR TRANSPORTATION RECORDS

RELATED RECORDS UNDER SSIC 4631-
GOVERNMENT OWNED AIRCRAFI’, AND SSIC 4632
SHOULD BE RETIRED UNDER SSIC 4630.

$SIC 4630

AIR TRANSPORTATION RECORDS

1. PRIMARY PROGRAM RECORDS.
Correapondace, reports, studies, and other records
which document the establishment, develo~t, and
accomp~t of air tr~PotitiwI POliUeS, P~, -d
programs. TWW records are mainttied only by
ASSTSECNAV (f&E) and NAVSUPSYSCOM.

Permanent. Retire to WNRC wh~ 4 years old.

Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
activities and offices (other than those covered by SSICS
461~ 4630, paragraph 1; and 4650) responsible for
matters relating to the operation and administration of
air transportation.

Destroy when 3 years old.

3. AIR TRANSPoRTA~ON REPORTS. Copies of
‘A in reports submittedreporta forwarded to or sununaII

to higher authority and not specificdy authorized
elsewhere for dis~l.

Destroy when 2 years old.

4. AIR PASSENGER AND TRAVEL RECORDS.

Apply appropriate subsection of SSIC 4650.

Sslc 4640-4643

LAND TRANSPORTATION RECORDS

RELATED RECORDS UNDER SSIC 4641-
GOVERNMENT@wNED EQUIPMENT, SSIC 4642-
RAIL CARRIERS, AND SSIC 4643-MOTOR
C-RS. SHOULD BE RETIRED UNDER SSIC
4640.

SSIC 4640

LAND TRANSPORTATION RECORDS

1. PRIMARY PROGRAM RECORDS.
Correapondace, repo~, studies, and other records
which document the establishment, developmat,
accomplishment of land transpotiation policies, plans,
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and programs. These records are maintained only by
ASSTSECNAV (’I&E) AND NAVSUPSYSCOM.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA *en 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
activities and offices other than those covered by SSICa
4610; 4640, paragraph 1; and 4650) responsible for
matters relating to the opemtion and administration of
land transportation.

-OJ’ when 3 J’fXI%old.

3. LAND TRANSPORTATION REPORTS. Copies of
reports forwarded to or summarized in reports submitted
to a higher authority and not specifically authorized
elsewhere for disposal.

Destroy when 2 years old.

ASSENGER TRANSPORTATION/TRAVEL

L

1, ACTIVITIES GENERAL CORRESPONDENCE
FILES. Files of Navy passenger transportation offices
and of other offices or activities performing travel and
transportation functions retated to passenger
transportation policies, procedures, directives, methods,
and practicea. (Exclude departmental program records
covered in SSIC 4600, paragraph 1 and MSC records
covered in SSIC 4620, paragraphs 1 and 2.)

2. TRANSPORTATION REPORTS. Reports related to

P-W transportation statistkal data, transportation
studies and proposals, and traffic manager analyses.
(Include reports of payments for travel expenses not
shown on transportation requests, other similar reporta,
and related correspondence.)

Destroy when 3 years old.

3. TRAVEL DOCUMENTS AND RECORDS

.S. @ e entTrmsoort ation Reauests
~’s. SG#s%GTR Files(G ). Meal Tickets ~’S). and

TraveloM. Records include cancelled copies and
documents relating to issuance or subcustody thereof and
related correspondence.

Destroy 3 years after date of requested travel.

b. Travel and AccommodaO“on Arranmanents . copies
of travel orders or authorizations; applications or
requests for reservations or accommodations
correspondence, reports, and related documents and
correspondence for military and civilian persomel md
their dependents to include group (10 or more)
movements.

Destroy 3 years after date of requested travel.

c. Travel Exoense Claims and Voucbe~. Records
relating to reimbursing individuals such as travel orders,
per diem vouchers, transportation requests, hotel
reservations, and all supporting papers documenting
ofliaal travel by officers, enlisted, employees,
dependents, or others authorised by law to travel.

(1) Travel abdnistrative office files.

Destroy when 3 years old.

(2) Obligation copies

Destroy when funds are obligated.

d. ~. Authorizations for “no fee” passports
and related correspondence for military and civilian
personnel and their dependents.

Destroy 3 years after issuance of passport.

e. hea Clearances for Oveme as ‘lYavel.
Corrmpondence between activities requesting and
granting authority for oftiaal visits to overseas theaters
for miIitary and civilian personnel and their dependents.

Destroy after completion of travel.

f. ‘llme Extemu“on for TraveI and ‘hansooc’tatmn
.

Entitlement. Correspondence reIated to requests for
extensions of travel of retired/fleet reserve members and
their dependents to a home of selection.

tkStrOy when 5 y- 0~.

4. TRANSPORTATION ACCOUNTABILITY
RECORDS. Fiscal copies of vouchers and other records
covering passenger transportation charters.

Destroy 1 year after all entries are ckared.

5. PASSENGER LISTS AND PASSENGER
REPORTS(PASSENGER INVOICE RECAPITULATION
SHEETS) AND RELATED DESTmA~ON ~Y
SHEET!!$ SUMMARIES OF CARGO (OTHER
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RECAPITULATION SHEETS) AND RELATED
SUMMARB3S OF CARGO (OTHER THAN MSC
PERMANENT (MASf’ER) FILES. (EXCLUDE OTHER
COPIES ACCUMULATED BY MSC ACTMTHIS AND
COVERED IN SSIC 4620, PARAGRAPH 16.)

Destroy when 2 years old.

~

REGULATIONS RECORDS

1. AC1’MTfES GENERAL CORRESPONDENCE
FILES. Files relating to pasaenger transportation travel
regulations.

Destroy when 2 years old or purpose is served,
whichever is earlier.

SSIC 4660

TERMINAL OPERATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
created or accumulated by activities in comection with
the operation and administration of cargo and terminal
operation facilities, including stevedoring and ship
loading operations, waterfront (port and port terminal)
facilities, and transit and export operations (exclude
primary program records covered in SSIC 4600,
paragraph 1).

-Oy wbt?ll 2 ytWS old.

2. STEVEDOIUNG CONTRACTS, CROSS-
SERVICING AGREEMENTS, CARGO HANDLING
SERVICE, AND SPACE SHIPPING CONTRACTS.

Apply appropriate section of SSIC 4200.

3. CARGO TONNAGE REPORTS, CARGO
HANDLING REPORTS, REPORTS OF TRANSIT
UTILIZATION BY TRANSIT OPERATORS, AND
OTHER TERMINAL OPERATION REPORTS NOT
SPECIFICALLY AUTHORIZED FOR OTHER
DISPOSAL.

&StrOy WiWl 2 J’(xMSold.

4. TERMINAL FACILfTfES DATA FILES. Ships
characteristics, charts, mapa and other informational
material regarding terminal facilities, handling coats,
tonnage data, stowage plans, and other papers reflecting
terminal facilities informational data.

Destroy when superseded, terminal obsolete, or no
longer needed for reference.

SSIC 4670

TRANSPORTABILITY RECORDS

1. PRIMARY PROGRAM RECORDS.
Correspondence, reports, studia, guidance, and other
records wbicb document tbe establishment, development,
and accomplishment of transportab~lit y policies, plans,
and programs. Records maintained only by
ASSTSECNAV (f&E), NAVSUPSYSCOM, and HQMC.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES (OTHER THAN THOSE
COVERED BY SSIC 4670, PARAGRAPH 1) WHICH
ARE LNVOLVED WITH SUPPORT OF THE DOD
ENGINEERING FOR TRANSPORTABILITY
PROGRAM.

)kStrOy when 3 YWI%old.

3. TRANSPORTATION PROBLEM ITEMS.
Transportability criteria, guidance reviews, and
approvals which are developed by activities and offices
responsible for design, engineering, construction, and
transportation of transportability problem items.

Destroy when 3 years old, superseded, obsolete, or
no longer needed for information, whichever is
earlier.

SWJ@!)

co NTMNERIZATION RECORDS

1. PRIMARY PROGRAM RECORDS.
Correspondence, reporta, studies and other records that
document the eatabtishment, development, and
accomplishment of naval logistics polkka, plans, and
programs for the shipment of cargo in seaiift containers,
airlift containers, MSCVANS, and MILVANS. These
records are maintained only by the CNO, HQMC, md
ASSTSECNAV (f&E),

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 yW old.

2. GENERAL CORRESPONDENCE FILES. Files of all
supply activities and offices, both departmental and field,
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that relate to the administration and operation of the
containerization program.

=Oy when 2 YCXWSold.

jY31c 4700-4799

MAIN’IENANCE. CONSTR UCTION, AND
CONVERSION RECORDS

(1) Documentation of design and construction of
new ships from concept formulation through delivery to
fleet. Documentation includes conceptual studies,
preliminary design, support plan, logistics objectives,
performance parameters, areas of risk alternatives,
Secretary of Defense (SECDEF) approvals, estimates of
costs, life cycle coats, potential benefits, tiscal guidance,
and review confhdng need.

(a) Office of the program manager.
SSIC 4700

~. class-type ship.
GENERAL MAINTENANCE. CONSTRUCTION AND

co NVERSION RECORDS

1. CONSTRUCTION, ALTERATION, OVERHAUL,
REPAIR, SALVAGE, MAINTENANCE, OR
CONSTRUCTION OF NAVAL FACILITIES,
EQUIPMENT, AIR~, AND VESSELS.
(EXCLUDE SHORE STATION CONSTRUCTION
RECORDS COVERED IN SSIC 11013.)

a. General Corresoondenc& Correspondence,
reports and other records pertaining to the execution of
assigned functions; the planning of industrial operations;
correlation of work with available funds; preparation and
issuance of desi~ coordination of work assigned to
private contractors; engineeMg procedures, work
scheduling (planning) programs; and the overall
supemision of these fhnctions within the activity.
Records maintained by naval activities, departments,
divisions, and other organizational units. (Exclude
primary program correspondence filed under SSIC 4000,
paragraph 1.)

(1) Public works activities.

~Oy when 5 yelil%old.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years old. (NCl-NU-S4-

6)
~. AU other ships.

Retire to WNRC when 4 years old. Destroy when 30
yelWs old. (NC1-NU-S4-6)

(b) AU other offices and activities.

DeStrOywhen 2 yeSrS old. (NC1-NU-S4-6)

(2) Documentation of overall management
construction (iicluding the duration of intensive
management), tecludcd direction, engineering and
control, tife cycle management including integration and
teat evaluation, planning, progr amming, budget and
contracting support, managing procurement and
production acceptance, establishment and implementation
of logistics support, training, technical data services, fleet
liaison, and test and evaluation execution. Documents
include work taska, schedules, cost estimates,
procuresnent requests, control md planning documents,
test reports, progress reports, and contract
administration documents. (Located at the office of the
program manager md all other offices and activities.)

(2) All other activities.
(a) Cognizance of ship is transferred.

~Oy when 4 yWl%old.

b. ~OrreSDOndence Relati“na to the Routine Internal
Ooera tion and Adminktration of the Activitvt
Deoartme nt, Division. or other Ormnizat ional Unit
Concern@ Records maintained by naval activities,
departments, divisions, and other organizational units.

Destroy when 2 yeara old.

c. SbiDs case Files. Files for submarine, non-
combatant submersibles and support ships, boats and
craft, carriers, amphibious and auxiliaries, battleships,
destroyers, cruisers, and service craft.

Transfer to the new office.

(b) Cognizance of ship is not transferred.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

(3) Records documenting the overhaul,
modernization, repair, activation, deactivation,
maintenance, and logistics support of naval ships
maintained by the office of the NAVSEASYSCOM
logistics manager.
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(a) class-type ship.

Permanent. Retire to WNRC when 4 yeara old.
Transfer to NARA when 30 years old.

(b) All other ships.

Retire to WNRC when 4 years old. Destroy when 30
years old. (NC1-NU-84-6)

(4) Records documenting the maintenance, repair,
construction of individual vessels. Consist of copies of
repair, alteration, and other requests, copies of bida and
specifications, inspection and departure reparts, material
inventories, and other similar reparts and papers, related
correspondence at naval shipyards, facilities, and other
activities concerned with the upkeep, maintenance,
repair, alteration, md readiness of vessels and other
craft.

(a) Summary of records relating to major
alterations.

Transfer to nearext FRC when 4 years old. Destroy
when 30 y- old. (Nt21-Nu-85-4)

(b) AU other records.

Destroy when 4 yeara old. (NC1-NU-85-4)

d. Job Control or Status Card s, Check-off Lists. or
@her Promess or Statu s Control Records. Records
relating to upkeep, maintenance, repair, construction, or
alteration work. Located at naval activities,
departments, divisions, or other organisational units.

Destroy when action is completed.

e. Cards or Otber Loca 1Control Records. Records
relating to the status (readiness or other) of individual
veada, crafts, or the equipment under an activity’s
cognizance. Location at naval activities, departments,
divisions, or other organizational units.

Destroy when craft or equipment is disposed of or
transferred.

f. Work Lists Coverina Armroved Alteration and
~ir Praiectq. Located at naval activities,
departments, divisions, or other organizational units.

Apply appropriate section of SSIC 4200.

6. Machinery or Eauioment Histori~. Cards or
other similar records and related documents. Located at

naval activities, departments, divisions, and other
organizational unita.

Destroy 1 year after equipment or machinery
becomes obsolete or is scrapped. Destroy when 2
yeara old.

h. U.S. Coast Guard Recommendati “onafor Rewdrs
$0 VeSSIM Located at shipyards, facilities, and other
activities concerned with upkeep, maintenance, repair,
alterations, md readiness of vessels and craft.

Dextroy when 3 years old.

i. Job or Proiect Orde r khiD. Craft. or Wmimnent)
~M. Files accumulated by shops performing
maintenance services and other work, including rework,
repair, and conversion work for aircraft, USN and USNS
sbipa, and other craft, and for naval weapons and
equipment. ‘1’beseconsist of copies of job and project
orders, together with copies of related plans, bMs, repair
specifications, schedules, invoices, completion and
inspection reparts, and similar or related papers,
including correspondence. (Exclude copies to be filed in
contract or order case files covered in SSIC 4200 and
amounting copies of ordera covered in SSIC 7303.)

Destroy 2 years after completion of job or project.

j. fmea“fications Reference Files. Extra copies of
specifications, including contract specification estimates
for repairs, rework, overhaul, etc., to ships, craft,
weapona, and materials. Located at naval activities,
departments, divisions, or other organhxttional units.

Destroy when 2 years old, upan completion of related
work, obsolete, or no longer needed far reference,
whichever is earlier.

k. Enxineerm“ a Drawings and Plana Reference Fileq.
Copies ased in comection with repair, maintenance,
construction, and conversion operations. Located at
naval activities, departments, divisions, and other
organizational units. (See technical subject series for
master files.)

Destroy when superseded, obsolete, or no Ianger
needed for reference.

1. Engineering Instruction sheets. Information and
working copies only. Located at naval activities,
departments, divisions, and other organizational units.

Destroy upan completion of job or when no longer
needed for local reference.
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m. COD~i of Master or Other Contracts. Contracts
including repair, rework, overhaul, conversion, or
construction contract files (ships, aeronautical services,
and others). Located at naval activities, departments,
divisions, and other organisational units. (See also SSIC
4200 for contract case files.)

Destroy 1 year after completion of repair or
alteration.

n. Manufact wing Work and Remir Orders and
Reauests. Located at naval activitk, departments,
divisions, and other organisational units.

Apply appropriate sedon of SSIC 4200.

0. Industrial Manager Proiect FIles. Files concerned
with the construction, repair, rework, conversion md
maintenance of naval craft (ships and aircraft), missiles,
facilities, and material. Located at naval aviation depots,
air facilities, shipyards, and other activities.

Destroy when 2 yeara old.

2. SHfPS DESIGN SERVICES ALLOCATION
SYSTEM. This SYSteISl,SIKUISWedby CNO (N4) and
executed by NAVCOMTELSTA Washington, provides
information for budget and allocation plans and ship
alteration development status as weU as generating out
year budget reports. The system also maintains the
alteration development status, providea for the
distribution of design products, and maintains a planning
yard SCheChlhIgIIMtrk. SySteIn SUppOrtS
NAVSEASYSCOM Supervisor of Shipbuilding,
Conversion and Repair, USN (SUPSHIPS); and aU naval
shipyards.

a. Master file and historical data taoes.

Destroy after third system backup.

b. Input data taoes and Daoer record.

Destroy when no longer required.

c. Outmt data and reDorts-COM DaRer.

Destroy when no longer required for reference.

d. $vst~ docu mentation to include descrbtion of
data elememts. file Iavout. code books. and ouerators and
user manuals.

Destroy when superseded or no longer needed for
reference.

3. TRIDENT LOGISTICS DATA SYSTEM f.LDS). This
system, sponsored by CNO (N4) and maintained by Navy
Fleet Material Support Office, Mecbanicsburg, PA
provides maintenance md supply interface fur the refit of
Trident submarines.

a. Maste r file and historical data ~ .

Destroy after third system backup.

b. hmut data taw and naver record.

Destroy when no longer required.

c. Outout data and rewrta -COM and Da= r.

Destroy when no longer required for reference.

d. Svstems documentation to include description of
data elements. file Iavout, code books. and oue raters and
user manuals.

Destroy when superseded or no longer needed for
reference.

SSIC 4701

SCHEDULING RECORDS

1. GENERAL CORRESPONDENCE FILES
Maintained AT VARIOUS SHOPS PERFORMING
THE WORK. Files relating to work scheduling and
progressing, maintenance, upkeep, repair, construction,
and improvement work for ships and other craft,
equipment and material, and facilities and installations.

Destroy when 2 years old.

2. OVERHAUL, ALTERATION, MAINTENANCE,
AND UPKEEP SCHEDULES. ScheduIea COOsist@ of
shop and job schedules, equipment upkeep and
maintenance schedules and related control records at
shops performing the work.

a. SboD and Job Schedules.

Destroy when 6 months old.

b. EiNliDment UDkeeD and Maintenance Schedules,

Dealroy when 1 year old.

3. LOCAL WORKLOAD CONTROL, PROGRESS,
AND STATUS RECORDS. Records including reports,
cards, schedules, and related records that are prepared
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or maintained for local, internal production planning or
scbeduting and work progress reporting or control
prpoaea. These records are accumulated by shops and
other activities concerned with the upkeep, maintenance,
construction, and repair of aircraft, vessels, and other
craft, and naval equipment and materiats, Include
progress control cards; production, distribution and
delivery, material erection, and other schedules; and
other local records and correspondence used to schedule
work or to control work in progress.

a. Job Status Reoorts and List@.

Destroy WIIen1 year old.

b. AU Otbe r Records.

Destroy when 6 months old or 6 months after
completion of job, project order, or contract,
whichever is later.

4. SHIPYARD MIS: PRODUCTION SCHEDULE
SYSTEM. fn this system, information from program
evaluation and review technique (PERT) and critical path
method (CPM) reporta provide production schedulers
with network information concerning acbedule date,
critical jobs, and potential areas of network logic
improvement. The system atso accommodates manuaUy
developed schedules and provides for rescheduling based
on key events. System is maintained at
NAVSEASYSCOM Automated Data Systems Activity,
Indian Head, MD and aU naval shipyards.

The total manday forecast is a prediction, by ship and
shop, of the total many-days required to accomplish a
particular availability. The wortdoad report show what
the anticipated shipyard workload will be in the fbture
baaed on total man-day forecnata. Schedule load reports
show shipyard workload based on work that is issued and
scheduled. Force distribution reports ahow a comparison
of actual deployment of personnel as assigned.

a. Master file and historical data tam.

Destroy after third system backup.

b. Immt d@L@IKS and nane r record.

Destroy when no longer required.

c. Outmi t data and remla-COM and DaQ&r.

Destroy when no longer required for reference.

d. ~vSt MS docume ntation to inctude description of
elemen~. file Iavout. code books. and ooe ators andr

yser man uala.

Dextroy when superseded or no longer needed for
reference.

6. SHIPS FORCE OVERHAUL AND MANAGEMENT
SYSTEM (SFOMS). Provides ships forces with the
capability to manage their OWQassigned work during a
shipyard availabUity. System is executed on ships using
NAVSEASYSCOMdeveloped software.

a. Master files and historical data taws.
a. Master file and Iuston“cal data_ .

Destroy after third system backup.
Destroy after third system backup.

b. hmut data taoes and oam?r record.
b. hmut data tawa and naver record.

Destroy when no longer required.
Destroy when no longer required.

c. (hltDUt data and reDorts- COM and mmwr.

Destroy when no longer required for reference.

d. flyatems docementation to include description of

flata elements, file lavout. code books. md oDerators and
yser manuae.

Destroy when superseded or no Ionger needed for
reference.

5. SHIPYARD MIS: WORKLOAD FORECAST
SYSTEM. This system consists of a total man-day
forecast and the distribution of this forecast over time.

c. Outtmt data and reoorta-CO Mand _ .

D@roy when no longer required for reference.

d. Svstems documentation to include descn‘DtiIMOf
data elements, file Iwout, code books. and ooerators and

Wer manua~ .

Destroy when superseded or no longer n~ded for
reference.

SSIC 4710=4713
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ovERHAuL/REwoRK RECORDS

RELATED RECORDS UNDER SSIC 4711-
RESTRICTED AVAILABILITY, SSIC 4712-TENDER
AVAILABILITY, AND SSIC 4713-TECHNICAL
AVAILABILITY SHOULD BE FILED UNDER SSIC
4710.

~o

OVERHAUL/REWORK RECORDS

1. OVERHAUL USAGE DATA. Data relating to
aeronautical craft and materials maintained by activities
concerned with overhaul operations.

Destroy when 2 years old.

2. PROJECT CASE FILES FOR TYPES OF CRAliT
OR EQUIPMENTS. Correspondence, copies of
specifications, data, and related records pertaining to the
overhaul and modification of types of craft. (See also
SSIC 4700, paragraph id.)

Destroy when craft or equipment is obsolete.

3. OVERHAUL AND REWORK REQUIREMENT
SCHEDULES. These records document working Plans
and requirements for major rework and overhaul work
scheduled or programmed. Include master work
schedules, together with any changes thereto, and related

Wm.

Destroy 1 year after superseded by new schedule.

4. REFUELING OF NUCLEAR POWERED VESSELS
RECORDS. Shipyard-prepared manuals, procedures,
and test documents with verification signature statements
recording data and verifying proper performance of
designated actions for refueling work. Include records
relating to the foUowing activities personnel and
equipment safety; prevention of acadental critically;
control of radiation exposure; assurance of proper
operation of circuits or equipment which provides reactor
protection, containment, plant integrity, or an engineered
safeguard; verification that a condition specified in a step
by step procedure as prerequisite to fimtber testing or
work has been satisfactorily achieved; and improper
conduct of testing or work such that the worth of the
testing or work is compromised.

Retire to the neareat FRC 1 year after the completion
of the refueling availability. Destroy upon
completion of the next refueling availability or when
30 Years old, whichever is sooner.

5. OVERHAUL REPAIR WORK ON NUCLEAR
POWERED VESSELS.

a. Weldim Recor@y Weld and non-destructive test
records which provide objective quality ewidence of the
integrity of the reactor plant piping and structural
welding work.

Retire to nearest FRC 1 ycnu after completion of
availability. Destroy when 75 years old.

b. Shieldim Record& Records which provide
objective quality evidence of the integrity of shielding
installations and originals of completed shield surveys.

Retire to nearest FRC 1 year after compktion of
availability. Destroy when 75 years old.

c. Level t piDinQ Svstem Material. Records of
objective quality evidence, including material certification
and receipt inspection, of proper material installed in
level I piping system applications.

Retire to nearest FRC 1 year after completion of
availability. Destroy when 75 years old.

d. Submarine Safetv (SUBSAFE) Promam Records.
Submarine material certification records which provide
objective quality evidence of the attributes certified in
Reactor Plant Work Accomplishment Reports (SUBSAFE
information).

Retire to nearest FRC 1 year after completion of
availability. Destroy when 75 years old.

e. Mechanical and Brazed Joint Records, Mechanical
joint records for any mechanical joint in a Level I system
or Level III system which is inaccessible during reactor
operation; and any reactor plant brazed joint record for
joints that are inaccessible during reactor operations.

Retire to nearest FRC 1 year atter completion of
availability. Destroy when 75 years old.

f. Promdsion Plant Test procedure+ Records of
Completed E%opulsionPlant Teats.

Retire to nearest FRC 1 year after completion of
availability. Destroy when 75 years old.

g. Arrival. pretest. and Plant Ceti “fication
Insoectl“on. Records associated with ship arrival in a
shipyard or repair facility, pretest and plant certification
inspections and not covered in paragraphs a through f
above.
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Retire to nearest FRC 1 year after completion of
availability. Destroy when 50 years old.

h. S)ualifications Records. Records of current
qualifications of personnel required to perform naval
nuclear work.

Retire to nearest FllC 1 year after completion of
availabitit y. Destroy when 50 years old.

i. Installation. OverhauL Remir. and SuDmrt

I@@& Reco* ~P_g the ~staw~on, overhaul,
repair, and support of systems, components, or
equipment not included in paragraphs a through g above.

Retire to neareat FRC 1 year after completion of
availability. Destroy when 50 years old.

. Overhaul ReDort. Overhaul report as required by
NA\SEA 0989-037-2000 and NAVSEA 0989-043-0000.

Retire to neareat M?C 1 year after completion of
availability. Destroy when 75 years old.

k. Rub “ological Records. Radiological records
required by NAVSEA 389-0288 and NAVSEA 389-0153.

Retire to nearest FRC after 1 year or 1 year after
completion of availability, as applicable. Destroy when
75 y~ old.

6. OTHER OVERHAUL REWORK RECORDS

Apply appropriate paragraph of SSIC 4700.

ALTERATIONS AND IMPROVEMENTS RECORDS

1. COPD3S OF SHIP ITERATIONS (SHIPALTS),
O-ANCE ALTERATIONS (ORDALTS), AND
NAVAL ALTERATIONS (NAVALTS) , AND OTHER
ALTERATIONS AND REPAIR SPECIFICATION
DOCUMENTS OR MATERIAL LISTS. Records
maintained by maintenance, construction, md repair
activities or facilities, or by supply activities for inventory
control and other supply management purposes or to
facilitate local maintenance, construction, or repair
action.

Destroy when superseded, cancelled, upon completion
of alteration of repair program, wbem craft or vexsel
is stricken, or when material is deleted fkom supply
system, whichever is applicable.

2. PROJECT (CASE) FILES. Files relating to the
~or alteration of individual vessels or craft.

Retire to neareat FRC 1 year after completion of
availabltity. hS&Oy when 50 ytMiR3old.

3. OTHER ALTERATION AND I-OVEMENT
RECOIU)S. Includes field changes to supporting
electronic equipment, suggested modifications to
alterations, and testing records.

Destroy when 2 years old.

INSPECTIONS. EXAMINATIONS. TESTS AND
SURVEYS RECORDS

1. BOARD OF INSPECTION AND SURVEY,
WASHINGTON, DC, RECORDS.

a. Primarv ProEram Correswnden ce Files of the
President of the Board. ‘l%at portion of the files that
documents the Board’s organizational and thnctional
history and the development and execution of plans,
policies, procedures, and essential transactions pertaining
to the Board’s primary function of providing for
periodic and special inspection of ships and other craft,
supervision and review of sub-boards, participation by
the Board itself in inspections, execution of directives
from higher authority, and the development and iawnce
of instructions and procedures relating to inspections,
and related index records. (Exclude files relating to the
routine administration of the Board covered under SSIC
4730, paragraph 2.)

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

b. WD and craft (case) FIle& Individual inspection
case folders for each vessel or craft that has undergone
inspection by the Board. Consist of inspection reports,
commissioning and decommissioning data, instructions to
regional and sub-boards, schedules of inspections,
specification and construction data, blueprints, precepts
for inspections, related correspondence, and other
supporting papers.

Permanent. Place in inactive file when ship or craft
is stricken. Retire inactive files in annual bloc~ to
WNltC. Transfer to NARA when 20 y- Ohi.

c. Control Records War dex or Othe r) of shin and
Craft Inmec tions and Trials. SJ~y records showing
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dates of trials and inspections and other data filed by
fieel organisation.

Destroy when ship or craft k stricken.

d. Board ‘s Reference File of Data Books and Shim
-s.

(1) Obsolete and duplicate records and files.

Destroy when no longer needed for reference.

(2) AU other reference records.

e. Messaa e Files. Information copies of message
relating to inspections, surveys, alterations, damages and
repairs of vessels and craft.

Destroy when 2 months old.

2. GENERAL CORRESPONDENCE FILES. Files
refating to the internal operation and administration of
boards and sub-boards of inspection and survey.

Bestroy when 2 years old.

3. WORKING PAPERS OF BOARDS AND SIJB-
BOARDS OF INSPECTION AND SURVEY. Working
papers including drafts and background data and other
data or information summari zed or incorporated in final
reports.

Destroy upon final approval and issuance of report.

4. REPORTS OF BOARDS, SUB-BOARDS, AND
DISTRICT SUB-BOARDS OF INSPECTION AND
SURVEY. (Other than those maintained by the Board of
Inspection and Survey, Washington, DC covered in SSIC
4730, paragraph lb.)

a. Acceptance Trial Remx_ts.

Destroy when superseded by new inspection report.

b. Material Ins mxtion Reuorts. Inspection reports
for active and inactive aircraft, vessels, and other craft
for naval facilities and general aeronautical, ordnance,
and other equipment, related check lists, correspondence,
and other records. These reports relate to condition of
craft, equipment, or other material and to the need for
rework of changes, etc.

Destroy when superseded or craft or equipment is
removed fkom naval custody, e.g., sold, scrapped or
stricken, whichever is earlier.

5. EQUfPMENT OR MATERIAL INSPECTION OR
TEST REPORT FILES. These are copk%maintained by
activities performing maintenance, repair, inspections,
serviceability, and construction functions or related
operations. FIks consist of reports of inspections or tests
and related data, control sheets, or check lists,
correspondence, and supporting papers. (Exclude
records of Boards of Inspection and Survey covered in
SSIC 4730, paragraph 1.)

DEstroy when 2 years old, superseded by new report,
or material or equipment is disposed of (removed
from naval custady), whichever is earlier.

6. UNSATISFACTORY EQUIPMENT REPORT FILES.
Copies of reports indicating defective equipment or
equipment failurea. Contain information such as
description of defect, cause of trouble, recommended
action, and other related information. (Exclude copies to
be filed in contractor purchase order for material or
services case fi1e9 when reports relate to contracts or
orders.)

a. Qualitv Control cODieS.

Apply SSIC 4S55, paragraph 1.

b. AU Other CoDies.

DeStrOywhen 2 y- old.

7. SHIPYARD MIS: PERFORMANCE MEASURES
SYSTEM. This system compares actual and planned
manhours against performance standards for a variety of
shipyard jobs. Standards for this system are developed
by the responsible planning yard. System is executed at
all eight naval shipyards.

a. tister file and historical data tam.

Destroy after third system backup.

b. InDut data taoea md uaoe r record.

Destroy when no longer required.

c. Outmt data and reDorts-COM and Darer.

Destroy when no longer required for reference.
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d. Svstems documen tation to include descriIXion of

I1411!lI fil eb nd o to and
yser manua~

Dsstroy when superseded or no longer needed for
reference.

8. SHIPYARD MIS: PRODUCTION CONTROL
SYSTEM. This system provides the information needed
to control productive work on a daily basis and is of two
general types: specific key operation (KEYOP) status and
cumulative status by type of overhaul.

a. Maste r file aod historical data taoexy

Destroy after third system backup.

b. Immt data tanes and Daner record,

Destroy when no longer required.

c. OutDut data and renorts-CO M and naoer.

Destroy when no longer required for reference.

d, Svstems documentation to include description of

data elements. file lav out. code books, and onerators and
user manuals.

Destroy when superseded or no longer needed for
reference.

SSIC 4731

EOUI PMENT OIL ANALYSIS RECORDS

GENERAL CORRESPONDENCE AND DIRECTIVES
PERTAINING TO NON-DESTRUCTIVE TESTS ON
MACHINERY COMPONENTS CONDUCTED TO
DETERMINE EQUIPMENT CONDITIONS TO AID IN
MAINTENANCE OF OIL-WETTED SYSTEMS.

Destroy when no longer needed for reference.

SHIPBOARD WEIGHT HANDLING EOUIPMENT
INSPECTION. TESTING, AND MAINTENANCE
RECORDS

1. CORRESPONDENCE, TESTS, MEMORANDUM,
AND REPORTS. Records dealing with inspection and
test results maintained by shipyards and SUPSHIPS.
Include load tests of booms, winches, cranes, davits,
topping lifts and other cargo handling equipment.

Destroy after next inspection and test of equipment.

2. MAINTENANCE RECORDS. Records COVtWdunder
the Maintenance and Material Management (3M) system.

Apply SSIC 4790.

SMQm

MARINE CORPS CALIBRATION PROGRAM
RECORDS

1. GENERAL CORRESPONDENCE. General
correspondence files of HQMC and other MARCORPS
field activities and offices that document the execution,
and accomplishment of plans, policies, programs, and
procedures pertaining to the development and readiness
of the MARCORPS calibration program. These files
consist of correspondence, reports, plans, studies,
standards data, and other records maintained at the
headquarter’s central files or in officiaUy authorised
decentralised offices. (Exclude primary program
correspondence filed under SSIC 4000, paragraph la.)

Retire to WNRC when 5 years old. Destroy when 20
years old.

2. INTERNAL OPERATING RECORDS.
Correspondence, reporta, and other records relating to
the routine internal operation and administration of
activities performing fbnctions and relating to the
MARCORPS calibration program.

Destroy when 5 years old.

3. PERIODIC REPORTS RELATING TO THE
MARCORPS CALIBRATION PROGRAM. Activit y’s
copk of reports submitted to higher authority and not
specifically authorised for other disposal in this manual
and include reports such as monthly and quarterly
calibration status reports.

Destroy when 5 years old.

NAVY CALIBRATION PROGRAM RECORDS

1. GENERAL CORRESPONDENCE. Files of systems
commands and offices that document the execution, and
accomplishment of policies, programs, and procedures
pertaining to the development md readiness of the Navy
calibration program. These files consist of
correspondence, reports, plans, studies, standards data,
and other records. They are maintained at the
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headquarter’s central files or in officially authorised
decentralised offices. (Exclude primary program
correspondence filed under SSIC 4000, paragraph 1.)

Retire to WNRC when 4 years old. Destroy when 20
y- old.

2. INTERNAL OPERATXNG RECORDS.
Correspondence reports, and other records relating to the
routine internal operation and administration of activities
performing functions relating to the Navy calibration

F-.

fkS&OJ’ wkl 5 YM13 old.

3. PERIODIC REPORTS RELATLNG TO THE NAVY
CALfBRATfON PROGRAM. Activit y’s copies of
reports submitted to higher authority and not specifically
authorized for other disposal in this manual. Include
reports such as monthly and quarterly calibration status
reports.

Destroy when 5 years old.

SsKx4!l

f’ALVAGE AND TOWfNG RECORDS

1. REPORTS OF SALVAGE OR OF SALVAGEABLE
MATERIALS. Copies of reports submitted to higher
authority.

Destroy when 2 years old.

2. RECORDS RELATING TO REDISTRIBUTION AND
DISPOSAL (BY SALE OR OTHER MEANS) OF
SALVAGEABLE OR SCRAP MATERIALS.

Apply appropriate section of SSIC 4010, par. 3.

UPKEEP RECORDS

1. EQUfPMENT UPKEEP AND PREVENTIVE
MAINTENANCE RECORDS. Logs, tapes, charts, work
sheets, and other forms used to record daily equipment
performan ces, periodic services, or technical inspections
of equipment; engineer equipment performance logs or
sheets or other local equipment operation or installation
maintenance logs.

Destroy upon completion of next periodic
maintenance service or inspection.

2. UPKEEP AND PREVENTIVE MAINTENANCE
SCHEDULES.

fkStrOy wkt 1 y- old.

SSIC 4760

co NSTRUCT ION AND CONVERSION RECORD$

1. PROJECT (CASE) FILES. Copies of job and pr@ct
ordera, together with related plans, specifications,
correspondence, and other records regarding conversion
jobs for individual ships or other craft. These case files
are maintained by shipyards or other activities concerned
with the conversion of naval vesads or rrafL Include
copies of engineering plans and drawings used for
conversion.

Destroy 2 years after completion of conversion.

RESERVE FLEETS AND fNACTfVE SHfPS OR
AfRcRAFr RECORDS

1. SHIPS RECORDS. Routine correspondence relating
to the day-to-day administration of the office/activity.

Destroy when 2 years old or no longer needed,
whichever is earlier.

2. AIRCRMT RECORDS. Routine correspondence
relating to the day-to+2ay adminktration of the
officelactivity.

Destroy when 2 years old or no longer needed,
whichever is earlier.

ssm!n!l

SERVICE CRAFf AND RELICS RECORDS

1. REPORTS, MEMORANDUMS, AND RELATED
CORRESPONDENCE. Records concerning the cleaning,
inspection, and maintenance of service craft and the care
of their equipage and stores.

Destroy when 1 year old.

j3SIC 4790

MAINTENANCE AND MATERLAL MANAGEMENT
RECORDS
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1. PRIMARY PRoGRAM RECORDS.
Correspondence, reports, instructions, studies, and other
records that document the establishment, development,
and accomplishment of naval maintenance and material
management policies, plans, and programs. Tbeae
records are maintained by ASSTSECNAV (I&E) and
HQMC.

Permanent. Retire to WNRC when 4 years old.
offer to NARA when 20 y~ old.

2. ACTIVITIES GENERAL CORRESPONDENCE
FILES. Files of all activities and offices (departmental,
fleet, and field) relating to maintenance and material
management. (Exclude primary program records filed
under SSIC 4790, paragraph 1.)

Destroy when 2 years old.

3. MAINTENANCE DATA SYSTEM OF THE NAVY
MAINTENANCE AND MATERIAL MANAGEMENT
(3M) SYSTEM. ‘he records are accumulated by fleet
and field activities under governing Office of the Chief of
Naval Operations (OPNAV) instructions for the aviation
and ships 3M systems. Tbe records may be accumulated
in various physical forms, such as punched cards, tapes,
microfiche, printouts, lists, logs, etc. In general,
however, they are accumulated as mechanized records.

a. When Data or Information is Accumulated on
Maanetic or Punched Tam.

Destroy after tbe same period of time specified for
tbe conventional paper record serving essentially the
same purpose.

b. Records used Merely as a Working Media for
Transmitting Data to Tam Records.

Destroy as “working papers” after data has been
converted to the tape and the tapes have been
verified following accepted procedures.

4. CENTRAL DATA BANK OF THE MAINTENANCE
AND MATERIAL MANAGEMENT (3M) SYSTEM.
llwse data files are retained in the central data bank of
Navy Maintenance Support Offices (NAMSOS) and are
used to prepare 3M reports for distribution.

Destroy when obsolete or no longer needed.

5. MARCORPS EQIJIPMEIW OPERATION AND
MAINTENANCE MANAGEMENT FORMS AND
RECORDS. Files maintained as specified in the current

edition of tbe Equipment Record Procedures Manual
(TM-4700-15/1).

Destroy when superseded, obsolete, or when no
longer needed.

fJxlIc ~

CURRENT PRODUCTION AND INDUSTRIAL
PREPAREDNESS PLANNING RECORIM3

THESE RECORDS ARE ACCUMULATED BY MAJOR
COMMANDS AND FIELD PRODUCTION AND
INDUSTRL4L PREPAREDNESS PLANNING
ACTIVITIES. THEY RELATE TO CURRENT
INDUSTRIAL PRODUCTION, INDUSTRIAL
PREPAREDNESS AND MOBILIZATION PLANNING,
AND TO THE DETERMINATION OF CURRENT AND
POTENTIAL PRODUCTION CAPACITIES OF
INDUSTRIAL FACILITIES OR THE PRODUCTION
OF ITEMS OF SUPPLY. RECORDS ARE
MAINTAINED FOR INDMDUAL FACILITIES
(COMMERCIAL CONCERNS OR PLANTS) AND FOR
SPECIFIC ITEMS OF SUPPLY.

Swu?NK!

f3ENERAL CURRE NT PRODUC TION AND
INDUSTRIAL PREPAREDNESS PLANNING RECORDS

1. INDUSTRIAL PRODUCTION AND INDUSTRIAL
PREPAREDNESS PLANNING RECORDS. -J’
Program records that document development and
establishment of production and industrial mobilization
readiness plans, policies, programs, procedures, and
esmtial transactions and accomplishments. Records are
maintained by Office of the Secretary of the Navy
(SECNAV). (Master production planning and reserve
program case files are retained by the Office of the
Secretary of Defense (OSD).)

Permanent. Retire to WNRC when 4 years old,
Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES.
Correspondence, reporta, and other records of activities
~g to production and industrial preparedness
planning, scheduling expediting, control, analysis, and to
supply sources and industrial capabilities. (Exclude
primary program records covered under SSIC 4800,
paragraph 1.)

Destroy when 2 years old.
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REQUIREMENTS REcom

1. PRODUCTION REQUIREMENT REPORTS AND
RELATED PAPERS. Copies of current and/or projected

“red in reportsrequirement reports submitted or summan
forwarded to higher authont y.

Destroy when 2 yenrs old.

ssm?l!u

MOBILIZATION/EMERGENCY REOUtWNkfENTS
RECOR~

1. GENERAL CORRESPONDENCE AND
INDUSTRIAL PREPAREDNESS PLANS AND
REPORTS FOR ACQUIWTION OF PROGRAMS.
(Exclude program planning documents under SSIC 4S00,
paragraph 1.)

k3hOy when s JWUS old.

BILLS OF MATERIAL RECORDS

1. BILLS OF MATERIAL (SUCH AS RAW (BASIC
PROCESSED) AND SEMI-FABRICATED STOCK
FORM (IID 346) AND BILL OF MATERrALS FOR
SUBCONTRACTED PARTS, PURCHASED PART,
GOVERNMENT FURNISHED PROPERTY (DD 347)),
INCLUDING STANDARD, DETAILED, MODIFIED,
AND SUMMARY BILLS OF MATERIAL AND
SIMILAR MATERIAL DATA RECORDS. Records
contain data such as name, form, size, quantity, and
description of material, assembly data, and specifications.

a. Cooies used as Sumwtmg Docume
.

nts to
Requisitions. Job Orders. Contracts. or Other Records.

Destroy with the documents which the bills support.

b. Reference CoDies Used for Material
Develo oments. Productions. or Mobilisation Planniig

-.

Destroy when superseded, cancelled, or obsolete or
when 5 years old whichever is earlier.

SsK4!!

MATERIAL AND PRODUCT CLASSIFICATION
RECORDS

Destroy when 5 years old.

~

PRIORITIES AND ALLOCATION RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence, reports, and other records of activities
ptdning to operations of the IK)D defense materials
system and defense priorities system program functions.

Destroy when 10 years old.

Ss!Mm

PREFWU3NCE RATINGS RECORDS

1. COPIES OF CORRESPONDENCE ADVISLNG
CONTRACTORS OR OTHERS OF RATINGS
APPLICABLE TO SPECIFIC CONTRACTS. Fiies
include information copies of related documents. (See
SSIC 4200 for copies in official contract files.)

Destroy 1 year after completion of related contractor
purchase order.

2. SPECIAL PRIORITIES ASSISTANCE CASE FILES.
Files consist of request for special priorities amistance in
obtaining materials and components directives and
memorandum of agreements issued, and related
documents, control ledgers, reports, and correspondence.

Destroy when 3 years old.

fisKM42

CONTROLLED AND UNCONTROLLED MATERL4L~
ALLOCATION RECORDS

1. CONTROLLED, UNCONTROLLED, AND
CRITICAL MATERIALS FILES. General
correspondence tiles, reports, and other records relating
to requirements for and the aUotment and allocation of
controUed, uncontrolled, and critical materials under the
defense material system program. Include such records
as controUed materials program allocations and
allotments, allocation determinations, materials
requirements steel and nickel aUoy, reports of controUed
materials allotments, and aUotment worksheets and
tabulations. Records also reIate to subject areas in
industrial manpower, plan performance awards, records
on current requirements, material md product
classification, and product expediting.
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Destroy when S years old. Destroy when 2 years old.

$SIC 4s40

MA’fERfALs RECORDS

1. GENERAL CORRESPONDENCE FILES,
INSTRUCTIONS, AND NOTICES ON MATERIALS,
PLANS, AND REPORTS ON ACQUISITION OF
MATERLAL.

a. *e ral Corresmmdenc~ . Files of offices dealing

primarily with materials acquisition in support of
mobitisation programs.

Destroy when 5 years old.

b. Instructions and Notices.

Destroy when superseded or cancelled.

SSIC 4s41

STOCKPILING RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the internal administration of the storage,
handling, and care of strategic and critical materials
under the national stockpile program.

Destroy when 2 years old.

2. NATIONAL STOCKPILE REPORTS. Reports such
as national stockpile storage reports and other records
pertdn@ to the maintenance and security of strategic
and critical materials. Include records of material on
board; receiving, shipping, and inventory reports; and
related correspondence.

Destroy 2 years after tinal outshipment of national
stockpile material.

GENERAL PRODU C’rION PLANNING.
PROGRESSING. EXPEDITING. AND SCHEDULING
RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence, reports, and other records of activities
pertahhg to production planning and scheduling;
production expediting, analysis, and controls; production

-a; ~d production surveillance. Include local
production plans, schedules, and related data.

2. PRODUCTION MANAGEMENT RECORDS.
Correspondence, reports, and other documents relating
to management and surveillance of production programs,
including production progress and status reporting,
actions to resolve actual or potential problem areas, and
for controlling, facilities, and expediting delivery of
materials or services required by defense contracts. (See
SSIC 4200 for copies of production reporta included in
official contract files.)

a. Production Roaress Rem@.

Destroy when 2 years old,

b. Local Reduction or Industrial Status Control
Records.

Destroy when superseded or obsolete.

3. Production OPERATIONS,
CORRESPONDENCE, REPORTS, AND OTHER
RECORDS. Records relating to production operations of
an activity and to tbe supervision and operation of the
technical production facilities, utilisation of equipment,
application of safety measures, and to meeting production
quotas. Include reports and statistical compilations.

Destroy when 2 years old.

4. JOB ASSIGNMENT CONTROL OR PROGRESS
RECORDS. Card ticklers, chits, or other documents or
records used as an internal assignment or progress
control record.

Destroy after completion of job.

PRODUCTION ANALYSIS RECORDS

1. SHOP AND DEPARTMENTAL REPORTS
ANALYZfNG LABOR AND MATEfUW
EXPENDITURES.

DeStrOywhen 2 y- old.

SSIC 4s55

OUALfTY ASSURANCWCONTROL RECORD!$

1. QUALITY ASSURANCE AND CONTROL
RECORDS. Correspondence, reporta, and other records
relating to the quality assurance and quakity control
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programs, including copies or reports of damage of
improper shipment, reports of defective or unsatisfactory
equipment, notices of defective material, special survey
reports, and other similar papers used for quality control
purposes in connection with the production and
acceptance of materials (acceptance quality control levels)
and the classification of defects and the correction of
deficiencies reported.

DeStrOywhm 3 yelUS old.

2. VE PROGRAM PLANS AND STATISTICAL
SUMMARY OF ACTIONS.

a. ummariea submitted by headquarters
and selected acti “ “ntm to omwram mariaaement acti “Vlty.

Destroy when 2 years old.

Es!Q?m

MILITARY URG ENCIES SYSTEM RECORDS

1. CORRESPONDENCE AND OTHER RECORDS
PERTAINING TO TECHNIQUES, OPERATIONAL
PLANS, RESEARCH AND DEVELOPMENT,
ACQUISMTON, AND STAFF STUDIES OF MILITARY
URGENCIES SYSTEM.

a. Consolidated or Summarv Records Reflecting
Documentation of Different Svstems.

Retire to FRC when 4 yams old. Destroy when 10
y- old.

b. All Other Records. Include correspondence tiles,
staff studies, acquisition documents, feeder reports, and
similar documents.

Destroy when 3 years old.

SSIC 4858

VALUE ENGINEERING WE) RECORDS

1. BWTRUCTIONS, NOTICES, REPORTS, STUDIES,
AND GENERAL CORRESPONDENCE. Records
pertaining to value analysis, value control, value
improvement, and value management.

a. co mDikd Reuorts and Studies Retained for
Reference Puroose$.

Destroy when no longer needed.

b. Instructions and Notices.

Destroy when cancelled or superseded.

c. other Records. Such as feeder reports and
geueral corm%pondence.

b. Plans and summaries ur Dared bv the D ograme r
. .

manamnent ad wtv. including a cow Iidatl“onof all
pbUISsubmitte@

Transfer to FRC when 3 years old. Destroy when 7
y~ old.

3. VE RECO MMENDATIONS.

Transfer to FRC when 3 years old. Destroy when 6
years old.

4. GOVERNMENT-INDUSTRIAL DATA EXCHANGE
PROGRAM (GIDEP) VE DATA BASE REPORT. DD
2333.

Destroy when 2 years old.

COMMERCL41JINDUSTRIAL (C/1) ACTMTIE~
PROGRAM RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
pertaining to contracting of civil service performed C/l
type activities operations which include public
announcement of reviews, statement of work, obtaining
OSD and CNO approvals, in-house coat estimates,
advertising for bids, issuing reduction-in- force (RIF)
notices, and commencing contracts.

Destroy 3 years after completion of project.

SSIC 4861

NAVY AND MARINE CORPS MANUFACTURINGG
FACILITIES RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence, reports, and other documents relating
to Navy-and MARCORPS-operated manufacturing
plants, facilities, or shops.

a. Ordnance Twe Reduction or Manufacturing
Activities.
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Apply appropriate SSIC 8000 subject matter series
for handling of activity’s program records.

b. ~DV ards and Other ship Facilities.

Apply appropriate SSIC 9000 subject matter series
for handting of activity’s program records.

c. Aerona utical Facilities.

Apply appropriate SSIC 13000 subject matter series
for handling activity’s program records.

d. All other Facilities Records.

Destroy when 2 years old.

2. ONG~W ANIYOR MASTER MICROFILM
NEGATIVES OF PRODUCTION DRAWINGS AND
RELATED ENGINEERING DATA AND
SPECIFICATIONS FOR NAVAL WEAPONS AND
MATERIALS. These are generally accumulated by
activities having dedgn andlor production cognizance of
items or materials.

Apply appropriate section of SSIC 4121, para. 2.

3. MANUFACTURINGG AND ENGINEERING DATA
WORKING FILES. Records containing engineering and
manufacturing data for items of naval materials and
equipment. These are convenience 61M accumulated by
manufacturing facilities or other interested activities in
comwtion with the manufacture, production, scheduling,
or procurement of naval materials and equipment which
consists of copies of drawings, tracings, manufacturing
specifications and standarda, commercial or Government
manufacture& operating instructions or catalogs, or
process sheeta, teat data, and other pertinent papers.
(See SSIC 4121 for master specification files of design
cognisant activities.)

Destroy when material is superseded or item becomes
obsolete.

SSIC 4862

INDUSTRIAL AND INDUSTR lAL RESERVE
FACILITIES RECORDf$

1. INDUSTRIAL FACILITIES CASE FILES.
Correspondence, reports, copies of contracts, inventory
documents, surveys, and other records relating to the
routine management of industrial faatities in possession
of private contractors and of Navy-owned/contractor-
operated industrial reserve plants.

fk%trOywhen 3 y- old.

SsEiMm

MACHINE TOOLS AND INDUSTRIAL PRODUCTION
ECNJIPMENT RECORDS

1. EMERGENCY PRODUCTION SCHEDULING.
Records relating to emergency production schedules and
preliminmy production information.

DeStrOywhen 3 y- old.

2. MACHINE TOOL RECORDS. Records indicating
assignments of took to responsible individuals.

Destroy 1 month after return of equipment and
clearance of individual.

3. TOOL REPAIR RECORDS. Records providing the
history of repairs made to each tool.

Destroy when toolis disposed of.

4. SPECIAL TOOLING RECORDS. Manufacturing
data for special tooling (e.g., dies, jigs, fixtures) used in
production. Consist of such material as copies of
drawings, tracings, sketches, photographs, reproducible,
and copies of operation and process sheeta prepared by
commercial or Government manufacturers. They are
accumulated primarily by ordnance production activities.
(See SSIC 4121 for master specifications files.)

a. Microfilmed Records

(1) (k’i@md hard COPY.

Destroy after microfilmed and microfihn verified for
accuracy.

(2) Master negative.

Destroy when superseded, obsolete, or manufacture
of item is discontinued.

b. All Other Recordq.

Destroy when superseded, obsolete, or manufacture
of item is discontinued.

RESERVE PRODUCTION EOUIPMENT wCO~
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1. RESERVE PRODUCTION EQUIPMENT CASE
FILES. Correspondence, reports, copies of contracts,
inventory documents, and other records relating to
production equipments (Government-owned or privately-
owmed) being retained in lay-away or storage to support
future procurement or mobilization requirements.

DeStrOywhen 6 y@ll%old.

flMQ18M

EXPANSION OF PRIVATE INDUSTRY RECORDS

1. EXPANSION OF PRIVATE INDUSTRY CASE
FILES. Correspondence, reports, copies of contractor
proposals and documentation, and other records relating
to assessment proposals for the expansion of pnvately-
owned industrial capacity, involving either real or
personal property to improve productivity or reduce costs
w Suppul b Um lull cub p UUus. uvu UI

requirements for naval needs.

=Oy when 6 yeltl%old.

SSIC 4S90

coMMERCIAL COMMODITY ACOUIS ITION
RECORDS

1. GENERAL CORRESPONDENCE FILES.
Correspondence, reports, studies, analyses, and other
records concerning the acquisition of standard
commercial commodities in lieu of similar items having
military specification requirements.

DeStrOy whetl 2 y- old.

SSIC 4900-4999

FOREIGN MILITARY ASSISTANCE AND MUTUAL

m~ PROGRAMS REcom

DISPOSITIONS IN THIS (4900-4999) APPLY TO
RECORDS ACCUMULATED OR CREATED BY DOD
JOINT MILITARY ASSISTANCE ADVISORY GROUPS
(MAAGs) OR MILITARY ADVISORY GROUPS
(MAGs). THEY COVER: (1) PRIMARY PROGRAM
OR MISS1ON RECORDS AND OTHER RECORDS OF
JO~ MAGs OR wGs UNDER THE EXECUTIVE
CONTROL OF THE NAVY AND (2) INTERNAL
HOUSEKEEPING RECORDS OF NAVY SECTIONS OF
MAAGs UNDER THE EXECUTIVE CONTROL OF
THE ARMY OR AIR FORCE. PRIMARY MISSION
RECORDS OF MAAGs UNDER THE EXECUTIVE

CONTROL OF THE ARMY OR AIR FORCE ARE
HANDLED FOLLOWING INSTRUCTIONS ISSUED BY
THOSE DEPARTMEms.

PRIMARY PROGRAM OR MISSION (OPERATIONAL)
RECORDS OF MAG’S OR MAAG’S ARE THOSE
RECORDS THAT DIRECTLY RELATE TO THE
ASSIGNED MISSION OF THE GROUP.
HOUSEKEEPING OR INTERNAL ADMINISTRATIVE
AND ORGANIZATIONAL RECORDS ARE THOSE
THAT RELATE TO AND ARE ACCUMULATED IN
SUPPORT OF THE INDMDUAL SERVICE ELEMENT
(NAVY, AIR FORCE, OR ARMY), BUT THAT ARE
NOT CONNECTED WITH THE PRIMARY MISSION
OF THE JOINT MUTUAL DEFENSE ASSISTANCE
PROGRAM (MDAP) AGENCY. PRIMARY PROGRAM
RECORDS ACCUMULATED AT THE
DEPARTMENTAL LEVEL ARE PERMANENT
RECORDS AS PROVIDED IN SSIC 3000,
PARAGRAPH 1, AND SSIC 4000, PARAGRAPH 1.

SMQ!M!l

FOREIGN MILITARY ASSISTANCE AND MUTU AL
SECUR ITY PROGRAMS RECO~

1. RECORDS OF JOINT MAAGs UNDER THE
EXECUTIVE CONTROL OF THE DEPARTMENT OF
THE ARMY OR AIR FORCE.

a. Primarv Prom am (Owxationa 1)Recor@
Records of Joint MAAGs under the executive control of
the Department of the Army or Air Force. These consist
of all records that pertain to the assigned mission or
program of the agency (NIDAP). (Instructkms for
disposal of primary program (operational) records when
Navy is the executive agency are contained in SSIC 4900,
paragraph 2.)

Dispose of in accordance with instructions of tbe
executive agency.

b. Housekeenina or Internal Organizational
Records. Records that relate solely to naval
administrative matters and are not comected in any way
with the assigned mission or program of the joint agency
(MDAP).

DeStrOywkl 3 y- old.

2. RECORDS OF JOINT MAAGs UNDER THE
EXECUTIVE CONTROL OF THE DON

a. Primarv momun (Ooera tional) Records. Files of

Joint MAAGs idutig botb CkSifkd and lUICkSSified
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matter, relating to the development and execution of their
assigned missions and programs. Included are
correspondence, studies, reports, and statistical data used
in planning for supply and training of foreign national
forces.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 y- old.

b. Arnw. hhtvv. and Air Force Sect ions General
correm)o ndence (Subiect) File+ Records relating to the
administration of service components of the Joint MAAG.
Inciadea implementing instructions for Joint MAAG

Progr- direC.tiv= as well as internal organisational
records.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 yeJUSold.

c. Trainine Files. Fdea relating to the training
functions of the Army, Navy, red/or Air Force sections.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years old.

d. Individual Training Records. Records maintained
on trainees. Included are status cards, trainee folders,
trainee evaluations, and qualifications report.

Cut off file on completion of training. Retire to
WNRC when 2 years old. Destroy when 10 years old
(N1-NU-90-4).

e. Planning Files. Staff studies, minutes of
conferences, and other papers relating to defense
pbmning.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

f. Pier Owwation Files. Files relating to loading,
unloading, departures, and arrivals.

DSS&Oywhen 3 years old.

g. EauiDment Maintenance and Immection Records.
Reports, check sheets, and related correspondence
concerning the use, maintenance, and storage of
fiu-nished equipment.

Destroy when 7 years old.

h. Foreign Aid Promam Accounts Filq. Doclummts
showing signatures of foreign government officiats or
representatives receiving foreign aid sappties, including

signed supply manifests and bills of lading, together with
sapporting papers.

i. Convenience and Transitory Filet+. Extra copk%of
correspondence, reports, and documen ts maintained for
reference parposes; non-action and informational copies
and working papers; and “personal” files and materials
which do not document action.

Destroy when 3 years old.

j. Reference Pa btications. publications received
fkom outside soarcea. (Exclude directives on which
action has been taken and made part of the appropriate
subject folder.)

Destroy when publication is no longer required for
referrmce use.

k. publications Issued bv Owrational Field
Command& Include superseded, amended, and cancelled
publications, directives, manuals, instructions, notices,
and other general orders.

(1) Record copy of issuing command.

Permanent. Retire to WNRC when rescinded,
superseded, or canceUed. Transfer to NARA when
20 yeSrS old.

(2) Copies maintained by non-issuing activities.

Destroy when rescinded, cancelled, or superseded.

L Re&tered or Accountable publications. Any
publication for which receipt or location is registered for
security parposea.

Destroy in accordance with hdng office instructions,
when superseded, obsolele, or no longer needed.

SECURITY ASSISTANCE MANPOWER RECORDS

1. SECURITY ASSISTANCE MANPOWER
ACCOUNTING SYSTEM (SAMAS) AUTOMATIC
DATA PROCESSING (ADP) RECORDS. Records
relating to full-time and part-time military and civilian
manpower expended in support of Foreign Military Salea
(FMS) and the Mititary Assistance program (MAP).

DSStrOyWheIl3 y- old.
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2. ALL OTHER RECORDS PERTAINING TO
SECURITY ASSISTANCE MANPOWER
PROGRAMMING ACI’IONS. Records iUChld@J those

supporting the Program Objective Memorandum (POM)
process.

tkStrOy wkl 3 y- old.

GRANT AID RECORDS

1. POLICY FILES. Record copies of Grant Aid policy
documents originated by DOD and Navy.

Permanent. Retire to WNRC when no longer
current. Transfer to NARA when 20 years old.

2. DIRECTIVE FILES. Documents related to
preparing, coordinating, issuing, and interpreting
directives, regulatory instructions, and comparable
instructional material.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

3. BUDGET MATI’ERS. Documents which establish
budgeting principles, policies, systems, and procedures
covering Grant Aid formulation management, and
execution proceasea within the Navy. Economic analysis
and studies concerning budget impact and documents
which are used to prepare fiscal reports, financial
statements, charts, and graphs to support budget
presentation, studies, and economic analysis.

a. Analvsis and Studies of Budget SUDDOrtData.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

b. AU Other Budmt Documtmt+

Retire to WNRC when 2 years old. Destroy when 10
years old.

4. AGREEMENT FILES.

a. Documents Relating to m cements Between Navy
$nd Other Components within the Defense Department
for the Exchange of Administrative Services.

Destroy 2 years after the agreement has been
terminated.

b. Agreement with Foreign GoVemment or
Intemati “onaIOrganizations Concerning the Ow

.
ratio~

gr SUQDort of overseas Forc~ or Eauinmen~. copies of
agreements between nations negotiated by the State
Department which may have an impact on national
defense, include Navy staff studies.

Permanent. Retire to WNRC when no longer
required for routine reference. Transfer to NARA
when 20 yellrs old.

SMi!w
FOREIGN MILITARY SALES RECO~

1. FOREIGN MILITARY SALES (FMS) POLICY
FILES. Record copies of policy documents originated by
DOD and Navy.

Permanent, Retire to WNRC when no longer
needed. Transfer to NARA when 20 years old.

2. FMS DIRECTIVE FILES. Documents related to
preparing, coordinating, issuing, and interpreting
directives, regulatory instmctions, and comparable
instructional material.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 y- old.

3. FMS CASE RECORD FILES. Records documenting
salea to foreign countries, including correspondence and
related papers requesting the purchase of equipment or
materials or instructions relating to requests. llwae
records are maintained by Navy International Logistics
Control Office (NAVILCO) Philadelphia, PA.

Retire to FRC Philadelphia when supply is complete.
Destroy 15 years after transfer to FRC.

4. FMS IMPLEMENTATION RECORDS. Documents
such as case directives, production or repair schedules,
international logistics supply delivery plans, requisitions,
shipping documents, bills of lading, work orders,
contract documents, bWing and accounting documents,
worksheets, and related feeder information.

a. Procurement Action Documents.

Apply appropriate Section of SSIC 4200 series.

b. AU Other Docum enb$

Destroy 1 year after completion of required action.
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5. BUDGET MATI’ERS. Documents which establish
budgetary principles, policies systems, md procedures
covering alt budget formulation, management, and
execution procmx?within the Navy. Economic analysis
md studies concerning the budget impact and documents
which are used to prepare fiscal reports, financial
statements, charts, and graphs to support budget
presentation, studies, and economic analysis.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

6. AGREEMENT FILES.

a. DocuInents Relatina to Am eementa with Foreiun
@vemments or International Om animations. Documents
concerning the operations or support of overseas forces
or equipment. Comments on agreements between nations
negotiated by the State Department which may have an
impact on national defense.

Permanent. Retire to WNRC after 5 years.
Transfer to NARA when 20 years old.

b. Docu ments Relatirw to Amements Between Navy
and Other Comooneuts WMdn the DOD for the
Exchange of Administrative Services.

Destroy 2 years after the agreement has berm
terminated.

7. STAFF VISIT FILES. Documents relating to
scheduled or special viaits for the purpose of performing
staff or technical supervision or for conducting studies.
This definition is not applicable to visits made in
connection with a specific processor case wMch should
be filed with documentation of the case or process.
Included are requests for permission to visit, reports of
visits, recommendations, and other directly related
documents.

Destroy 1 Year after completion of next comparable
viait or on completion of related study.

8. EXPORT CASE FILES. Case and subject files
pertaining to Navy’s review of the response to export
applications submitted to the State and Commerce
Departments by U.S. firmalpersoos for export of defense
articles on the U.S. Munitions List and items on the
Commodity Control L@ to foreign firms/governments.
Export requests submitted by foreign governments for
export of items on the Coordinating Committee on
Multilateral Export Control (COCOM) Lists to the
Peoples Republic of China (PRC) and the Union of Soviet
Socialist Republics (USSR) and other Warsaw Pact

countries. File contents are applications, internal Navy
coordination actions, Navy recommendations and related
subject information.

Retire to the WNRC after completion of
recommendation to State Department. Destroy when
7 years old.

~

PACKING. HANDLING. TRANSPO RTATION. AND
~ORAGE RECORDS

1. ADi$-HNI~~ FILES. Records COllSiSt@ of
decisions, guidelines, and supporting documentation
relating to the execution of FMS and Grant Aid
transportation and warehousing policy. Included are
FMS matters concerning traffic management,
containerisation, matm”al handling, international
transportation, postal transportation, single manager
supervision, vehicles, storage, and warehousing
preservation and packaging. Correspondence,
memorandums, and other communications are filed with
applicable policy matters. (Exclude FMS primary
program records filed under SSIC 4920, paragraph 1.)

Retire to WNRC 5 years after cancelled or
superseded. DeStrOy when 10 y- old.

2. IMPLEMENTING DIRECTIVES AND
INSTRUCTIONS RELATING TO FMS AND GI&U4T
AID TRANSPORTATION AND POLICY.

a. Activitv or Office Having Cmmhnce.

Retain original or other record copy until no longer
needed for reference. Retire record copy to WNRC
1 year after cancelled or supersedd. Destroy when
15 years old.

b. AU~M .

Destroy when superseded, canceUed, or purpose is
served.

~SIC 4950-4952

TRAINING RECORDS

RELATED RECORDS UNDER SSIC 4951, TRAJNING
COURSE QUOTAS, AND SSIC 4952 ORDERS TO
FOREIGN TRAINEES SHOULD BE RETIRED UNDER
SSIC 4950.
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Ss!uM related objectives. May be converted to microfiche, if
desired. The records are retained by NETSAFA.

1. TRAINING JACKETS FOR FOREIGN MILITARY
~!$ ins). DON I@OC CblimMtS iOVOh%diII
foreign training are: Chief of Naval Education and
‘Ihtin@ (cNET); CINCLANTFLT, CINCPACFLT;
Commander, Naval Reserve Force; Commander, Naval
Meteorology and Oceanography Command; Chief,
Bureau of Medicine and Surgery; Commandant, U.S.
Coast Guard; and Commandant of the Mirine Corps.

a. If Guidance Directives Issued bv DON Claimant.

Destroy when no longer required.

b. If Guidance Directives Not Issued bv DON

C!!@tM1.

Forward to Naval Education and Training Security
AssiWmce Field Activity (NETSAFA) for
determination as to further disposition on a case-by-
case basis. NETSAFA will destroy when no longer
needed.

2. INVITATIONAL TRAVEL ORDERS (ITOS) FOR
Fb’lTs. Forward to NETSAFA. NETSAFA wiU SCCeetlto
ensure records are compIete for tracking and biUing.
NETSAFA may then destroy duplicated information.

Destroy when 1 year old.

30 CORRESPONDENCE FILES ON FMTs.

Destroy when 1 year old.

4. MEDICAL RECORDS OF FMTS.

Apply appropriate 6000 series authority. Refer
questionable cases to NETSAFA.

5. MESSAGE TRAFFIC/CORRESPONDENCE ON
wmDuAL corny TRAINING PROGRAM.
(Exclude training records maintained by MAAGs under
SSIC 4900, paragraph 2c.)

Retire to FRC when 1 year old. Destroy when 5
years old.

Destroy when no longer needed.

FOREIGN NAVAL EXPANSION PROGRAh@
RECORDS

1. SAUDI NAVAL EXPANSION PROGIUM (!WEP).
Plans and program data related to U.S. actions to
support expansion of the Royal Saudi Naval Forces
(RSNF) and the development of an integral and self-
contained naval establishment.

a. Policy Files. Record copim of policy documents
that are not included in other 4900 series permanent files.

Permanent. Retire to WNRC when no longer
current. Transfa to NARA when 20 y- old.

b. FMS case and hIM)kIII entation Recor@
Documents applicable to sales cases related to SNEP,

Retire to FRC PhiladeIpbia when supply is compkte,
Destroy 15 years after transfer to FRC.

2. OTHER FOREIGN NAVAL EXPANSION
PROGRAMS. Plans and program data related to U.S.
actions to support expansion of other foreign country
naval forces and the development of an integral and self-
contained naval establishment.

a. Poticv Files, Record copies of policy documents
that are not included in other 4900 series permanent files.

Permanent. Retire to WNRC when no longer
current. Transfer to NARA when 20 y- old.

b. FMS Case and Implementation Records.
Documents applicable to sales cases related to other
Foreign Naval Expansion Program?.

Retire to FRC Pbiladelpbia when supply is complete.
Destroy 15 years after transfer to FRC.

6. CNO OPERATING PROGRAM CARDS (Worksheet
control Number (WCN) CARD DECKS). Required for

purpose of program analysis, reponse to
OSD/Congressional inquiries, FMC case cluseouts, and
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CHAPTER 5

GENERAL ADMINISTIUTION AND MANAGEMENT
RECORDS

~src 5000-5999

THE RECORDS DESCRHtED IN THIS CHAPTER
PERTAIN TO PERFORMANCE OF OFFICE AND
OTHER ADMINISTRA’fTVE MANAGEMENT
FUNCTIONS THROUGHOUT THE NAVY AND
MARINE CORPS AND TO TECHNIQUES AND
PROGRAMS THAT DEVELOP, CONTROL, AND
IMPROVE MANAGEMENT PROCESSES. THESE
TECHNIQUES AND PROGRAMS RELATE TO
ORGANIZATION AND PLANNING; MANAGEMENT
ANALYSIS; ACQUISITION PROGRAM
MANAGEMENT; OFFICE METHOD% RECORDS,
FORMS, REPORTS, AND PUBLICATIONS
WAGEME~, MECHANIZED AND DATA
PROCESSING SYSTEMS; INDUSTRIAL
ENGINEERING AND METHODS; INSPECTIONS;
MANAGEMENT SCIENCES; AND OVERALL
CMLIAN AND MILITARY
PERSONNEL/MANPOWER PROGRAMS AND
EXTERNAL AND INTERNAL RELATIONS. THE
RECORDS ALSO PERTAIN TO THE
ADMINISTRATION AND PERFORMANCE OF
LEGAL, MILITARY JUSTICE, AND LEGISLATIVE
FUNCTIONS AND RELATED MATTERS.
THESE RECORDS ARE ACCUMULATED BOTH BY
ACTMTIES AND OFFICES CARRYING OUT THE
ABOVE FUNCTIONS AND PROGRAMS AS WELL AS
BY ACTMTIES (PRIMARILY AT THE
DEPARTMENTAL OR COMMAND LEVEL)
DEVELOPING OVERALL PROCEDURES, POLICIES,
AND PROGRAMS.

CERTAIN SPECIALIZED RECORDS RELATING TO
THE MANAGEMENT OF MILITARY PERSONNEL,
CMLIAN PERSONNEL, LOGISTICS, AND
FINANCIAL MATTERS ARE COVERED IN OTHER
CHAPTERS OF THIS MANUAL.

SSIC 5000-5199

GENERAL ADMINISTRATION AND MANAGEMENT
RECORDS

.ssEm!M

GENERAL ADMINISTRATION AND MANAGEMENT

a. Secretarv of the Navv’s (SECNA~
Corresr)ondence F@ Incoming and outgoing
correspondence tiles of the Secretary of Navy and Under
Secretary of the Navy filed chronologically by docusmmt
control number and including enclosures and background
material. The records are maintained by tbe SECNAV
Mailroom.

(1) Paper copies.

Permanent. Transfer to Washington National
Records Center (WNRC) when 2 yeara old. WNRC
will transfer to NARA when SOyeara old.

(2) Silver master microfilm of file created
1972-1990.

Permanent. Retire to NHC when 3 yeara old. NHC
transfer to NARA when 50 years old.

(3) Optical Disc File created after 1990.

Retain in SECNAV Mail, Records and Reference
Branch, destroy when no longer needed for
reference.

b. Assistant Secretaries of the Navv and Gener~l
Counsel DON.

Retire Primary Program Records under disposition
instructions for SSIC governing functional area of
responsibility and described elsewhere in this
instruction.

2. ACTIVITIES ADMINISTRATIVE OPERATIONS
FILES. Correspondence, reports, md other records
relating to the internal adminktrative management and
operation of the indhidual activity or office. Include
records covering internal housekeeping operations (aucb
as all oftice services, personnel utilization, space and
maintenance, administrative amouncementa and
administrative reports used for operating purposes).
These tiles relate to temporary needs. Material relating
to assigned functional or program reaponsibiliti= are
covered elsewhere in this manual.

Destroy when 2 yeara old.

3. ROUTINE CORRESPONDENCE. Request for
information (routine information requiring no special
research or compilations), publications, or W@kS tith

the reply correspondence forwarding forms or correcting
reports.

1. PRIMARY PROGRAM RECORDS.
Destroy when 3 months old.
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4. ACKNOWLEDGEMENTS AND TRANSMITTALS
OF INQUIRIES OR REQUESTS THAT HAVE BEEN
REFERRED ELSEWHERE FOR REPLY.

Destroy when 3 months old.

5. CHRONOLOGICAL (DAYI OR READING FILES.
Extra copies of correspondence and other papers
accumulated for convenience or routine administrative
reasons, such as signature or action control or temporary
informational purposes.

Destroy when 3 months old.

6. LOCAL ROUTINE CONTROL RECORDS NOT
SPECIFICALLY AUTHORIZED FOR OTHER
DISPOSAL. Punched, index, or other card records;
internal route slips; work sheets; rough drafts; control
sheets; and other similar records used only to control or
facilitate local action or work in progress.

Destroy when work is completed or when no longer
needed for operating purposes.

7. MATERIAL OF A GENERAL INFORMATIONAL
NATURE NOT REQUIRING ACTION BY THE
RECEIVING ACTIVITY OR OFFICE AND NOT
AFFECTING THE PROCEDURES OR POLICIES OF
THE RECEIVING ACTIVITY OR OFFICE.

Destroy upon completion of routing.

8. POLICY, PROCEDURES, AND PRECEDENT
REFERENCE FILES. Extra copiw of documents or
operating procedures establishing policies or precedents
for continuing or future action. Normally retained at the
operating level, these consist of copies of operating
procedures, statements of policies or procedures,
examples of precedent-setting or oft ypical cases, and
other similar DOD, Navy, or Marine Corps documents
that are duplicated in subject (functional) file.

Destroy when organizational unit is disestablished or
documents become obsolete or are no longer needed
for operation or reference.

9. UNIDENTIFIED RECORDS. Records relating to
Navy and Marine Corps general administration and
management operations not described in this chapter.

Disposition not authorized. Submit SF-115 in
accordance with Part H, para. 4.

SSJC 5030

NAMES AND SYMBOLS RECORDS

1. RECORDS OF THE DIRECTOR OF NAVAL
HISTORY. Records documenting the assignment of
names and symbols.

Permanent. Cut off when no longer needed for
reference or information in connection with the NHC
mission. Retire to WC 2 years after cut off.
Transfer to NARA 20 years after retirement to
WNRc.

SSIC 5031

SHIP NAMES RECORDS

1. RECORDS OF THE DIRECTOR OF NAVAL
HISTORY. Records documenting the policy and
procedures governing names, sources, and the a&signment
of names to ships.

Apply SSIC 5030, para. 1.

SSIC 5032

STREET, FACILITY. AND AREA NAMES RECORDS

1. RECORDS OF THE DIRECTOR OF NAVAL
HISTORY. Records documenting the policy and
procedures governing street, facitity, and area name
sources and the assignment of names to streets, facilities
and areas.

Apply SSIC 5030, para. 1.

SSIC 5040

NAVAL COMMAND INSPECTION PROGRAM
RECORDS

1. PRIMARY PROGRAM RECORDS

a. Insr-wctorGeneral of the Navy. Files
documenting primary program responsibilities refating to
survey plans, inspections, policies, programs, procedures,
and accomplishments. (See SSIC 5040, para. 3 for
report files.)

Permanent. Transfer to WC when 6 years old.
Offer to NARA when 20 years old.

b. SECNAV. OPNAV, and Headquarters. Marine
Corm (HQMC1. Files that reflect survey and inspection
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policies, programs, and general procedures (exclude
routine survey recommendations and accomplishments).

Permanent. Transfer to WNRC when 6 years old.
Offer to NARA when 20 years old.

c. CNO Area Coordkators. COMNAVBASES, and
Other Activities and Oflices. Files that reflect overall
survey and inspection procedures and programs and
significant accomplishments (exclude routine
recommendations).

Retire to nearest FRC when 6 years old. Destroy
when 10 years old.

2. ACTIVITIES GENERAL CORRESPONDENCE
FILES RELATING TO ADMINISTRATIVE AND
MANAGEMENT ON-SITE SURVEYS, AND TO
ADMINISTRATIVE, MILITARY, AND OTHER
SURVEYS AND INSPECTIONS. (Exclude primary
program records covered in SSIC 5040, para. 1.)

Destroy when 6 years old.

3. SURVEY AND INSPECTION REPORTS FILES.

a. Insoector General’s Reoort Files. Inspector
General’s official (departmental) file of reports of on-site
surveys, and inspections including industrial supply, and
other surveys made by or under the direction of the
Inspector General of Navy. Include master
implementation files and other supporting documents.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

b. Final (Sunnnarv) Reoort Files (Master File
~. Files of departmental offices reIating to surveys of
n@or activitiw that are not duplicated or essentially
summarized in records covered in SSIC 5040, para. 3a,
together with correspondence and other records
implementing essential or important recommendations
and results.

Retire to WNRC when 6 years old. Destroy when 20
years old.

c. C O ea Coordinators, CNAr OMNAVRASES and
Fleet Command Headquarters ReDort Files and System
Command Headauarter$. Copies of final reports of
surveys and inspections of -“or activities performed by
the Command Inspector General’s Office and supporting
documentation of action taken.

Retire to nearest FRC when 4 years old. Destroy

when 10 years old.

d. Mititary Sealift Command (MSC) Inspection
ReDort Files. Shipboard inspection reports, material
inspection reports, and reports of area command survey
teams.

Destroy when 2 years old or superseded, whichever is
later.

e. Other Activities’ ReDort Files. Individual
activities’ files of copies of reports, surveys, and
inspections, together with reports of action taken,
comments and recommendations, other supporting
documentation and related correspondence. Include
industrial survey reports, evaluation reports, reports of
investigations, check tists, charts and other similar or
related papers.

Destroy when superseded.

(1) Informational material, check lists, and
working papers summarized in final reports.

Destroy when purpose is served.

(2) All other activities report files.

Destroy when superseded.

f. Other Re~ort Files. (Supporting documentation
will be disposed of with the records they support.)

Destroy when superseded, action is completed, or
purpose is served.

4. SURVEY CONTROL RECORDS. Cards or other
records maintained as control, suspense, or status records
of administrative, management, or other surveys or
inspections.

Destroy when 3 months old, action is completed, or
purpose is served, whichever is later.

5. SPECIAL FINANCIAL SURVEY, INVESTIGATION,
AND INQUIRY RECORDS. Special investigation
reports, correspondence, and other documents relating to
possible violations or irregularities.

Retire to WNRC when 6 years old. Destroy when 20
years old.

6. SECURITY SURVEY AND INVESTIGATION
RECORDS.
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Apply appropriate paragraph from SSIC 3850 or
5580.

7. INTERNAL AND CONTRACT AUDIT SURVEY
REPORTS.

Apply appropriate paragraph from SSICS 7510 and
7560.

8. RECORDS OF NAVY BOARDS, SUBBOARDS,
AND DISTRICT SUBBOARDS OF INSPECTION AND
SURVEY.

Apply appropriate paragraph from SSIC 4730.

9. INSPECTION REPORTS OF MARINE CORPS
ACTIVITIES CONDUCTED BY THE INSPECTOR
GENERAL OF THE MARINE CORPS. Included with
each report are comments from interested HQMC staff
agencies and replies from unit commanders of corrective
action taken. These records are maintained by the
Inspector General of the Marine Corps, unit
commanders, and interested HQMC staff agencies.

a. Marine Corm Staff .%zencies.

Destroy when 6 years old.

b. Biennial ReDorts.

Destroy when 6 years old.

b. Investigation; In.mector General’s official
~der)artmental) reDorts of investigations.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

SSIC 5050

MEETINGS. CONFERENCES, CONVENTIONS. AND
VISITS RECORDS

1. MINUTES AND REPORTS OF MEETINGS,
CONFERENCES, CONVENTIONS, AND VISITS.
(NC1-NU-81-1).

a. Off:cial Record Co~ies.

Destroy with related functional subject matter tiles.

b. Official Record CoDies of proceedings of 4
Routine Nature.

Destroy when 6 months old.

c. All Other CoDies.

Destroy when purpose is served.

2. SECURITY PROVIDED FOR MEETINGS.
INCLUDE SECURITY PLAN, PERSONNEL
ASSIGNMENTS, EVACUATION PLANS AND
SIMILAR RECORDS.

c. Annual ReDorts.
Destroy when 3 months old.

Destroy when 6 years old.
SSIC 5060

Ss!csM!

INSPECTOR GENERAL INVESTIGATIONS/
INSPECTIONS

1. INSPECTOR GENERAL SPECIAL INQUIRIES
AND INVESTIGATIONS.

a. !%ecial Inauines: Immector General’s ofllcial
-(departmental) file of records and reDorts of sDecitd
inauines conducted at the reauest of the Secretary of the
Navy, Under Secretary of the Navy. Chief of Naval
Operations. Vice Chief of Naval Operations,
Commandant of tbe Marine Corm and/or Naval
Inspector General.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

HONORS AND CEREMONIES RECORDS

1. GENERAL CORRESPONDENCE CONCERNING
HONORS AND CEREMONIES.

Destroy when 2 years old.

SSIC 5061

PURLIC SERVICE AWARDS RECORDS

1. GENERAL AWARDS RECORDS.

a. Case Files. Files including recommendations,
approved nominations, memoranda, correspondence,
reports, and related handbooks pertaining to agency-
sponsored cash and non-cash awards such as incentive
awards, WithIn-grade merit increases, suggestions, and
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outstanding performance.

Destroy 2 years after approval or disapproval.

b. Correspondence or Memoranda. Records
pertaining to awards from other government agencies or
private organizations,

Destroy when 2 years old.

2. LENGTH OF SERVICE AND SICK LEAVE
AWARDS FILE. Records including correspondence,
memoranda, reports, computations of service and sick
leave, and list of awardees.

Destroy when 1 year old.

3. LETTERS OF COMMENDATION AND
APPRECIATION. Copies of letters recognizing length of
service and retirement and letters of appreciation and
commendation for performance. (Exclude copies filed in
the Oftlcial Personnel Folder (OPF).)

Destroy when 2 years old.

4. LIST OR INDEXES TO AGENCY AWARD
NOMINATIONS. Lkt of nominees and winners and
indexes of nominations.

Destroy when superseded or obsolete.

5. DEPARTMENTAL LEVEL AWARDS FILES.
Records relating to awards made at the departmental
level or higher (Presidential, Secretarial, etc.).

Permanent. Transfer to FRC when 4 years old.
Offer to NARA when 20 years old.

SSIC 5062

CIIRISTENING CEREMONIES AND PROCEDURES
RECORDS

NAME AND SPONSOR FILES. GENERAL
CORRESPONDENCE PERTAINING TO
CHRISTENING CEREMONIES.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

SSIC 5070

LIBRARIES AND LIBRARY SERVICES RECORDS

THESE RECORDS ARE ACCUMULATED BY

LIBRARIANS OR OTHERS RESPONSIBLE FOR
MAINTAINING LIBRARY COLLECTIONS.

1. LIBRARY CATALOG AND SOURCE CARDS, LIST
BOOKS, MAGAZINES, REPORTS, AND OTHER
LIBRARY MATERIALS.

Destroy immediately after all copies of publications
are withdrawn from the library collection. Transfer
catalog cards for any material transferred to NARA
with records.

2. SHELF LISTS. Records of all documents making up
library collections.

Destroy when library is disestabtished.

3. CHARGEOUT RECORDS. Chargeout cards or other
records of material on loan, waiting lists, overdue
notices. and other similar control records.

Destroy when document is returned or inventoried,
after chargeout card is filled, or after appropriate
action has been taken.

4. INTER-LIBRARY LOAN LOGS OR OTHER
SIMILAR RECORDS.

Destroy when 4 years old.

5. TECHNICAL PUBLICATIONS LIBRARY (TPL)
RECORDS. Files consist of puhtications designated as
Code 4 publications in the Navy (forms and publications)
supply system and other similar non-Communications
Material System (CMS)-distributed publications and
accumulated by commands and by other naval activities
and oftlces.

a. Transaction Files. Copies of all correspondence
pertaining to the handling of the TPL publications,
including local memoranda, allowance tists, and change
entry certification forms.

Destroy when 2 years old.

b. Custodv Record Files. Files of TPL catalog
cards for each basic publication under control in the
TPL.

Destroy 2 years after publication is transferred, lost
or destroyed.

c. Cham?e Entrv Certification Forms. Upper
portion of form used as receipt for change. (See also
SSIC 5070, para. 5a.)
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Destroy when date of change entry is made on TPL d. Inspection and Maintenance Records of PCB
catalog card. Transformers or Electromagnets.

d. Inventorv Rer)orts of TPL Material on board. Destroy 3 years after disposal of
transformer/electromagnet.

Destroy when 2 years old.
e. PCB Inventorv, Validation and Accountability

SSIC 5080 Records.

CIVIL AFFAIRS. MILITARY GOVERNMENT\
RECORDS

1. THE U.S. ARMY HAS LEAD RESPONSIBILITY
FOR THE DOD CML AFFAIRS AND MILITARY
GOVERNMENT PROGRAM.

Apply Army Refutation (AR) 25-400-2 for
descriptions of records and disposal authorities.

SSIC 5090

GENERAL ENVIRONMENTAL PROTECTION
RECORDS

1. DRINIUNG WATER RECORDS. Forms and
correspondence documenting results of tests, analyses,
and measurements.

a. Bncterioloaical Results.

Destroy when 5 years old.

b. Chemical/Phvsical Results.

Destroy when 10 years old.

2. HAZARDOUS WASTE RECORDS.

a. Manifests and Copies of ReDorts Submitted to
Environmental Protection A~encv (EPA].

Destroy when 3 years old.

b. Test Results or Waste Analvses.

Destroy 3 years after waste is sent to a Treatment
Storage Disposal (TSD) facility.

c. Transporter Records. Copies of manifests signed
by the generator, transporter and TSD facility
ownerloperator.

Destroy 3 years from date of acceptance by original
transporter.

Destroy when 3 years old.

3. HAZARDOUS SUBSTANCE RECORDS. Includes
reports and other records required by the Comprehensive
Environmental Response Compensation Liabitity Act.

Retire to nearest FRC 3 years after completion of
response action. Destroy when 50 years old.

a. Management Plans and SUDD ort documentation.

Destroy when superseded or obsolete whichever is
later.

4. GENERAL ENVIRONMENTAL REPORTS AND
DOCUMENTATION NOT COVERED ELSEWHERE IN
THIS INSTRUCTION, Includes environmental
assessments; environmental impact statements; life-cycle
analyses; documentation of compliance/noncompliance;
documentation required by the Army Corps of Engineers;
site inspections; communications with non-DOD Federal,
State, Local and Foreign environmental authorities; and
all other documentation required by law, regulation, and
executive order, including reports to the EPA. Records
include the affect of activities on air quality; tideland and
fresh water wetland resources; wildlife; protected
threatened, and endangered species; woodland resources;
coastal and contiguous zone waters; noise levels; farm
land; private property; landlproperty of
historical/archeologicalvalue; and toxic waste sites.
Note: current edition of OPNAV INSTRUCTION 5090.1
contains up-to-date lists of current laws, executive orders,
regulations, and directives.

Retire to nearest FRC when 5 years old. Destroy
when 30 years old.

SSIC 5100

SAFETY AND OCCUPATIONAL HEALTJl RECORDS

THE RECORDS DESCRIBED IN THIS PARAGRAPH
ARE ACCUMULATED THROUGHOUT THE DON BY
ACTIVITIES AND OFFICES CONCERNED WITH
SAFETY MA’lTERS FOR MILITARY AND CIVILIAN
PERSONNEL. (See SSIC 6200, para. 2.)
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1. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES AND OTHER
ORGANIZATIONAL UNITS CONCERNED WITH
SAFETY MAT1’ERS RELATING TO CMLIAN AND
MILITARY PERSONNEL.

Destroy when 2 years old.

2. SAFETY ENGINEERS REPORTS OF INSPECTION
AND RELATED CORRESPONDENCE AND PAPERS
REFLECTING RECOMMENDATIONS AND RESULTS.

a. Naval Activities.

accident (such as Accident Cause Analysis Report and
Motor Vehicle Accident Summary).

Destroy 6 years after case is closed.

c. Annual Accident CornDilations. Summaries of
statistical data relating to accident experience
accumulated by CNO (N09F).

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

5. INJURY COMPENSATION FORMS AND
CORRESPONDENCE.

Destroy when 3 years old or upon discontinuance of
facifity, wfichever is earlier. Destroy when 2 years old.

b. Prkatelv Owned Facilities Assigned Security
Comizance bv DON.

Destroy when 4 years old or security cognizance is
terminated, whichever is earfier.

3. REPORTS OF INJURIES. (Exclude copies filed in
the OPF and copies submitted to the Department of
Labor.)

a. Reoorts of Iniury or Occupational Disease. Files
cent sin detailed information refating to each injury or
occupational disease case resulting in loss of time.

Destroy when 5 years old.

b. Su~ervisor ReDorts of Injuries Submitted to the
Local Safetv Office.

6. DISPENSARY PERMITS PREPARED BY
SUPERVISORS FOR EACH ACCIDENT AND USED AS
OFFICIAL NOTIFICATION TO DISPENSARIES TO
GIVE TREATMENT.

Destroy when 1 year old.

7. VEHICLE OPERATOR’S EXAMINATION OF
TEST RECORDS. Examination or test forma for drivers
operating naval vehicles. (Exclude the copy of the
Operator’s Qualifications and Record of Examination
filed on the temporary side of the OPF.)

Destroy when 3 months old.

8. STATISTICAL REPORTS RELATING TO NAVAL
MOTOR VEHICLE ACCIDENTS, INCLUDING
MOTOR VEHICLE SUMMARIES.

(1) When no compensation claim is involved. Destroy when 3 years old.

Destroy when 5 years old. 9. SAFETY AWARD RECORDS.

(2) when compensation claim is involved. Retain records under SSIC 12450.

Cut off and transfer to WNRC upon settlement of 10. FIRE PROTECTION AND FIRE FIGHTING
claim. Destroy 75 years after transfer. RECORDS.

4. ACCIDENT DATA AND ANALYSIS REPORTS. Retire records under appropriate subsection of SSIC
11320.

a. Monthlv Iniurv Data Rer)orts. Files showing
monthly accident statistics, classified by types of iw”uries 11. SAFETY INSTRUCTIONS AND REGULATIONS.
and classes of employees involved.

Destroy when cancelled or superseded.
Destroy when 5 years old.

12. LOCAL RECORDS OF SAFETY EQUIPMENT
h. Statistical Analvses and Summaries of Accidents. ISSUED (SUCH AS PROTECTIVE SIIOES,

Files include analysea of causes classified by nature of RESPIRATORS, GOGGLES, ETC.).
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Destroy when equipment is returned or inventoried.

~

ACCIDENT INVESTIGATION AND REPORTING
RECORDS

1. REPORTS AND FORMS. Files which deal with
various aspects of personal injury, death, and property
damage. These reports and forms are developed through
investigative find]ngs into such occurrences and are
provided to NAVSAFCEN, as required, where the
information is stored on a computer tape for long-term
retention, or until no longer needed for research.

Forward to NAVSAFCEN, as required, where the
information is stored on computer tape and retained
until no longer needed for research, then destroy.
Submit SF 115 to NARA for authorization to destroy.

a. Personal Iniurv Files.

(1) Activity files.

Destroy when 5 years old.

(2) NAVSAFCEN tiles.

Destroy when no longer needed for research.

b. Motor Vehicle Accident$.

(1) Activity files.

Destroy when 2 years old.

(2) NAVSAFCEN files.

Destroy when no longer needed for research.

SSIC 5104

INDUSTRIAL RADIOLOGICAL SAFETY AND
CONTROLS RECORDS

1. RECORDS CONCERNING ALL IONIZING
RADIATION SOURCES USED BY NAVY AND
MARINE CORPS EXCEVI’ THE SOURCES
ASSOCIATED WIT1f NAVAL NUCLEAR
PROPULSION, MEDICAL AND DENTAL, NUCLEAR
WEAPONS AND NAVAL RESEARCH LABORATORY.
Items covered include radioisotope and x-ray radiography
sources; electro microscopes; calibration and check
sources; supply itenxy analytical x-ray equipment;
depleted uranium; and radiohmdnescent material.

a. Records Documentin~ the Estabtishmen~
Development. Siaificant Transactions and
Accomcdishments of tbe Industrial Radiological Safety
and Controls Program at Naval Sea Systems Command
Headquarters.

Permanent. Retire to WNRC when no longer
required for program management. Transfer to
NARA when 30 years old.

b. Records Documenting tbe Establishment,
Management. and Maintenance of Industrial Radiological
Safety and Controls program at Field Activities.

Retire to nearest FRC when no longer required for
program management. Destroy when 30 years old.

SSIC 5110-5119

THE RECORDS IN THIS (5110-5119) SERIES ARE
RELATED TO MAIL AND POSTAL AFFAIRS AND
INCLUDE POLICIES, REGULATIONS, LIAISON,
TRANSPORTATION, LOSSES AND CLAIMS,
COMPLAINTS, EQUIPMENT, CUSTOMS AND
CONTRABAND, AND POSTAL OPERATIONS
RECORDS.

SSIC 5110

MAIL AND POSTAL AFFAIRS RECORDS

1. GENERAL CORRESPONDENCE FILES,
REPORTS, AND OTHER RELATED DOCUMENTS
PERTAINING TO THE OPERATION AND
ADMINISTRATION OF MAIL AND POSTAL
AFFAIRS. Include records of all naval oftlces or units
responsible for mail and postal services.

a. Headquarters Mail Management/Postal Affairs
Prom-am Managers.

Destroy when 10 years old.

b. Other Mail and Postal Affairs Offices.

Destroy when 2 years old.

2. MESSENGER SERVICE RECORDS. Records
relating to internal messenger service, such as daily logs,
assignment records, route schedules, delivery receipts,
and other similar or related records.

Destroy when 2 months old, superseded, or
can celled. whichever is ear tier.
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3. RECEIPTS OR OTHER RECORDS OF MAIL OR
PACKAGES SENT THROUGH THE OFFICIAL MAIL
AND MESSENGER SERVICE OR BY GUARD MAIL.
(Exclude classified mail delivery records covered by SSIC
5110, para. 5)

Destroy when 6 months old.

4. MAIL AND CORRESPONDENCE (INCLUDING
MESSAGES) LOGS OR OTHER RECORDS OF
INCOMING AND OUTGOING MAIL (OTHER THAN
REGISTERED AND CLASSIFIED MAIL). Records
used to facilitate the finding of material in
correspondence files.

Destroy when 1 year old.

5. CLASSIFIED AND REGISTERED MAIL LOGS,
INDEXES AND OTHER RECORDS OF INCOMING
AND OUTGOING REGISTERED AND CLASSIFIED
MAIL (CORRESPONDENCE, MESSAGES,
PACKAGES, ETC.), INCLUDING MICROFILM,
PHOTOSTATS, OR EXTRA COPIES OF
CORRESPONDENCE. Records used to facilitate the
findings of material in correspondence files should be
handled in the same manner as the correspondence files.

Destroy when 1 year old.

6. RECEIPTS FOR CLASSIFIED MAIL. Files include
messages, etc., (other than receipts for outstanding
material where reports of destruction or other accounting
are required and other than receipts for registered
publications).

SECNAVINST 5212.SD
22 ApriI 1998

Destroy when 2 years old.

10. POSTAL RECORDS. Files consisting of U.S. Postal
Service forms and supporting or similar records (see
SSIC 5119 for copies held by Navy post offices); records
of received or dispatched registered mail pouches,
applications for postal registrations and certificates of
declared value of matter subject to postal surcharges;
receipts and other records of incoming and outgoing
registered, insured and special delivery mail; reports of
the loss, rifling, delay, wrong delivery, or other improper
treatment of mail matters; and statements of readings of
metered registers.

Destroy when 2 years old.

11. REQUISITIONS FOR STAMPS. (Exclude copies
used as supporting documents to payment vouchers.)

Destroy when 6 months old.

12. NOTICES TO RECEIVE MAIL AND RELATED
CARDS OR OTHER CONTROL RECORDS

Destroy 5 months after individual is transferred or
separated or when notice becomes obsolete,
wbicbever is earlier.

13. APPOINTMENT RECORDS FOR UNIT MAIL
CLERKS OR MAIL ORDERLIES.

a. Logs or Other Local Records of ADDointments
-d.

Destroy when 2 years old.
Destroy when 2 years old.

b. ADDointment Forms.
7. CERTIFICATES OR LETTER REPORTS OF
DESTRUCTION OF NONREGISTERED CLASSIFIED
MATERIAL.

Destroy when appointment is withdrawn.

SSIC 5119
Destroy when 2 years old.

POSTAL OPERATIONS RECORDS
8. RECORDS OF REMI’ITANCES (CHECKS, CASH,
AND MONEY ORDERS) AND OTHER ENCLOSURES
RECEIVED THROUGH THE MAIL ROOM IN
INCOMING MAIL.

Destroy when 2 years old,

9. PRODUCTION REPORTS OF MAIL HANDLED
AND WORK PERFORMED WITH COMPILATIONS.
Include statistical reports of outgoing mail (priority mail,
registered, etc.).

1. MONEY ORDER RECORDS. Daily military post
office reports of money order business.

Destroy when 2 years old.

2. U.S. POSTAL SERVICE RECORDS
ACCUMULATED BY NAVY POST OFFICES.

Apply current edition of OPNAVINST 5112.6
(Department of the Navy Postal Instructions).
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SSIC 5120

UNITED STATES SAVINGS BONDS RECORDS

1. PAYROLL SAVINGS AUTHORIZATIONS AND
RECORDS OF PAYROLL SAVfNGS.

Destroy 3 years after superseded by new card or
separation or transfer of employee.

2. REGISTRATION STUBS OR MICROFILM COPIES
OF SAVINGS BONDS.

Destroy when 2 years old.

3. BOND STATUS OR ISSUE LISTING.

Destroy when 2 years old.

4. SAVINGS BOND OPERATIONS SUMMARIES AND
OTHER REPORTS OF BOND ISSUING OPERATIONS
MADE TO TIIE ASSTSECNAV (FM&C).

Destroy when 3 years old.

5. RECORDS RELATING TO RECEIPT FOR AND
TRANSM1’lTAL OF BONDS AND CONTROL
RECORDS FOR BONDS PLACED IN AND RELEASED
FROM SAFEKEEPING.

Destroy when 3 months old.

6. OTHER RECORDS. Files prepared for local
controfs or administrative purposes, including punched
cards, microfilm, or type records used to accumulate
local savings bond operations data.

Destroy when purpose is served.

7. ACCOUNTABILITY (DISBURSING) RECORDS OF
SAVINGS BONDS ISSUED AND ISSUING AGENTS,
INCLUDING REPORTS OF DEPOSITS AND
PURCHASES OF BONDS.

Destroy when 3 years old.

8. MARINE CORPS’ RECORDS AND
CORRESPONDENCE FROM INDMDUAL MARINES
RELATING TO RECEIPT FOR AND TRANSMITTAL
OF BONDS PLACED IN OR RELEASED FROM
SAFEKEEPING,

Destroy when 3 months old.

SSIC 5130

NAVY COMPONENT OF THE DEFENSE COURIER
SERVICE RECORDS

1. GENERAL RECORDS OF THE NAVY
COMPONENTS OF THE DEFENSE COURIER
SERVICE. Records consist of correspondence, messages,
reports, and publications in subject and serial files that
record or reflect the mission, functions, plans poficies,
doctrines, billets, personnel management, and
administration of the operations of the unit.

Retire to nearest FRC when 2 years old. Destroy
when 5 years old.

2. COURIER SERVICE OPERATIONS RECORDS.
Records consist of sender receipts, pouch fistings, courier
designations, defivery receipts, receipts for controlled
equipment, allowance tists, shipment fists, Courier
Station inventories, identification cards, channel and cost
reports, and similar records used in day to day
operations.

Destroy records as directed in approved schedules
contained in Director Defense Courier Service
Directives.

SSIC 5140

BAND RECORDS

1. BAND PRIMARY PROCRAM RECORDS. l%mary
program records and general correspondence files that
reflect the establishment of poticies, plans, procedures,
and significant accomplishments of Navy and Marine
Corps Bands. Records consist of correspondence,
administrative histories, reports, commendations received
for special concerts and events, press ctippings, printed
programs, photographs, promotional materiats, and
records relating to conducting conferences and clinics.

Destroy when no longer required for reference and at
least 5 years old.

2. OPERATIONS AND ADMINISTRATION FILES.
Records relating to routine administration and daily
activities. Includes administrative support for program
activities. Exclude Primary Program Records filed under
SSIC 5140.1

.
a. Records maintained bv the United States Navy

Band, Washington, DC and the United States Marine
~.
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Retire to WNRC when 2 years old. Destroy when 5
years old.

Destroy when no longer required for band’s mission,
and upon specific approval of band director.

b. Records maintained bv other Navv and Marine
Corm Bands.

SSIC 5142

MUSICAL INSTRUMENTS. EOUIPMENT AND
SUPPLIESRetire to nearest FRC when 2 years old. Destroy

when 5 years old.
1. EQUIPMENT AND SUPPLY. Documents refating to
band instruments, bardware and supptiea, instrument
repair and supplies, budget and fiscal plans and
requirements, inventory, and suppfies. Includ~ purchase
of non-expendables (library sheet music, publications)
and expendable (reeds, repair suppfies, manuscript
paper). Afso includes documents relating to inspedions
conducted to determine serviceability of equipment.

3. TECHNICAL PROFICIENCY REPORTS of bands
and musicians.

Destroy 1 year after next inspection.

SSIC 5141

MILITARY MUSIC
Destroy when 7 years old, or, in the case of
instruments, 2 years after disposal of instrument.1. ORIGINAL COMPOSITIONS. Library copiw of

music written by band personnel for use in official
performances. Exclude copyright material. SSIC 5200-5299

MANAGEMENT PROGRAMS AND TECHNfOUES
RECORDS

Maintain in band library. Destroy when no longer
required.

2. OFFICIAL MUSIC RECORDS. Documents relating
to the arrangement of music for official use. Included
are scores, ficensing agreements, correspondence, and
related documents.

SSIC 5200

GENERAL MANAGEMENT PROGRAMS AND
TECHN1OUES RECORDS

Destroy when no longer required for band’s mission. 1. GENERAL CORRESPONDENCE FILES. Records
concerning management programs and techniques.

3. MUSIC REVIEW RECORDS. Documents relating to
the review of musical compositions submitted from other
sources to band activities. Included are scores,
approvals, disapprovals, and related documents.

Destroy when 2 years old,

2. WORKING PAPERS. Files containing project
background records such as studies, analyses, notes,
drafts, and interim reports.Destroy when 2 years old.

4. BROADCAST QUALITY AUDIO AND VIDEO
PRODUCTS. Records consist of master recording or
dupficate master, one reference copy, and appropriate
licensing agreements.

a. Final Action on ReLIortComoleted.

Destroy 6 months after final action.

b. No Action Resulted on ReDort.
Permanent, Transfer to NARA when 20 years old.

Destroy 3 years after completion of the report.
5. AUDIO AND VISUAL RECORDING OF SPECIAL
EVENTS AND CONCERTS. SSIC 5210

RECORDS MANAGEMENT PROGRAM RECORDSa. Records maintained by Navy Bands.

Retire to nearest FRC when 5 years old. Destroy
when 30 years old.

1. FILES PERTAINING TO PROGRAMS, PLANS,

POLICIES, AND PROCEDURES FOR MANAGING
AND IMPROVING RECORDS MANAGEMENT.b. Records maintained bv Marine Corm Bands.
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a. SECNAV. CNO and CMC Files.

Destroy 10 years after program is cancelled,
superseded, or no longer needed for reference.

Apply appropriate subitem from SSIC 5211, para.
2b.

(c) Denying access to all or part of the
records requested.

b. All Other Commands/Activities Ftles.
~. Requests@ appealed.

Destroy when program is cancelled, superseded or no
longer needed for reference.

SSIC 5211

FILINGS. MAINTENANCE. RETRIEVAL, AND
PRfVACY ACT SYSTEMS RECORDS

1. FILING, MAINTENANCE AND RETRIEVAL
SYSTEMS. Files consisting of policies and procedures
pertaining to file maintenance and retrieval systems.

a. SECNAV. CNO and CMC Files.

Apply SSIC 5210.

b. All Other Commands/Activities Files.

Apply SSIC 5210.

2. PRIVACY ACT RECORDS,

a. Privacv Act Reauest Files. Files created in
response to requests from individuals to gain access to
their records or to any information in the records
pertaining to them, as provided for under 5 U.S.C.
552a(d)(l). FHes contain original request, COPYof the
reply, and all related supporting documents, which may
include the official copy of records requested.

(1) Correspondence and supporting documents.
(Exchsde the ofticial file copy of the records requested.)

(a) Granting access to all the request
records.

Destroy 2 years after date of reply.

(b) Responding to requests for nonexistent
records, to requesters who provide inadequate
descriptions; and to those who fail to pay agency
reproduction fees.

1. Requests ~ appealed.

Destroy 2 years after date of reply.

~. Requests appealed.

Destroy 5 years after date of reply.

~. Requests appealed.

Apply appropriate subitem from para. 5211, para.
2b.

(2) Official file copy of requested records.

Dispose of in accordance with approved agency
disposition instructions for the related records or
with the related Privacy Act request, whichever is
tater.

b. Privacv Act Amendment Case Files. Files
relating to an individual’s request to amend a record
pertaining to that individual as provided for under 5
U.S.C. 552a(d)(2); to the individual’s request for a review
of an agency’s refusal of the individual’s request to
amend a record as provided for under 552a(d)(3), and to
any civil action brought hy the individual against the
refusing agency as provided under 5 U.S.C. 552a(g).

(1) Requests to amend agreed to by DON. Files
include individual’s request to amend and/or to review
refusal to amend, copies of agency’s replies, and related
materials.

Dispose of in accordance with the approved
disposition instructions for related record or 4 years
after DON’s agreement to amend, whichever is later.

(2) Requests to amend refused by DON. Files
inchsde individual’s request to amend and to review
refusal to amend, copies of agency’s replies, statement of
disagreement, agency justification for refusal to amend a
record, and related materials.

Dispose of in accordance with the approved
disposition instructions for related record or 3 years
after final adjudication by courts, whichever is later.

(3) Appealed requests to amend. Files created
in response to appeals under the Privacy Act for refusal
by DON to amend a record.

Dispose of in accordance with the approved
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disposition instructions for related record or 3 years
after final a@udication by courts, whichever is later.

c. Privac v Action Accounting of Disclosed Files.
Files maintained under the provisions of 5 U.S.C. 552a(c)
for an accurate accounting of the date, nature, and
purpose of each disclosure of a record to any person or
to another agency, including forms for showing the
subject individual’s name, requester’s name and address,
purpose and date of disclosure, and proof of subject
individual’s consent when applicable.

Dispose of in accordance with approved disposition
for related record or 5 years after the disclosure for
which the accountability was made, whichever is
later.

d. Privacv Act Control Files. Files maintained for
control purposes in responding to requests, including
registers and similar records listing date, nature of
request, and name and address of requester.

(1) Registers or listings.

Destroy 5 years after date of last entry.

(2) Other files.

Destroy S years after final action by the Navy or final
adjudication by courts, whichever is later.

e. Privacv Act Re~ort Files. Recurring reports on
one-time information requirement relating to agency
implementation, excluding annual reports to the Congress
of the United States, the Otlice of Management and
Budget, and the Report on New Systems.

(1) Annual reports at department or agency level,

Permanent. Offer to NARA with related Navy
records approved for permanent retention or when
15 years old, whichever is earlier.

(2) Other reports.

Destroy when 2 years old.

f. Privacv Act General Administration Files.
Records relating to the general agency implementation of
the Privacy Act, including notices, memoranda, routine
correspondence, and related records.

Destroy when 2 years old or sooner if no longer
needed for administrative use, whichever is earlier.

SSIC 5212

RECORDS DISPOSITION PROGRAM (lNCLUDE~
TRANSFER, RETIREMENT. STORAGE AND
DESTRUCTION) RECORDS

1. OFFICE OF THE SECNAV FILES. One copy of
each DON instruction or other documents which issue
DON policy and procedures for disposition of records
with DON, together with supporting documentation.

Permanent. Transfer to NARA when 20 years old.

2. ALL DON COMMANDS/ACTIVITIES/OFFICES
FILES. Copies of records disposition-related forms such
as Standard Form (SF) 135s and other documentation
suftlcient to identify the disposition/location/statusof the
command’s records until their final disposition has been
accomplished.

Destroy upon final disposition of the records referred
to in the fornss/documentation.

~

FORMS MANAGEMENT (INCLUDE FORMATS]
RECORDS (EXCEIW MARINE CORPS)

1. FORMS MANAGEMENT CASE FILES. Activity
case files of forms it requires, including copy of form,
requiring directives, background material, justifications,
usage data, and other supporting papers.

Place in inactive file when form is cancelled. Destroy
inactive file when 5 years old.

2. COMMANDANT OF THE MARINE CORPS.

a. NAVMC, NAVMC HQ, AND DD (MC) blank
forms.

Transfer annually to the WNRC. Records will be
recalled from the WNRC and folders will be
destroyed 10 years after form(s) become obsolete or
use discontinued by the Marine Corps.

3. NON-MARINE CORPS FORMS.

Destroy 10 years after the form is superseded,
cancelled or use discontinued.

~4

REPORTS MANAGEMENT RECORDS
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1. REPORTS MANAGEMENT CASE FILES.

a. Activity Case Files of ReDorts It Reauires. Files
include requiring directives, background material,
justifications, usage data, and other supporting papers.

(1) Headquarters level ofice files.

Place in inactive file when report is discontinued.
Destroy 2 years after report is superseded, cancelled
or discontinued.

(2) All other activity and oftice files

Place in inactive file when report is discontinued.
Destroy inactive file when 2 years old.

b, Submitting (Pret)arimz) Activitv Files. One copy
of each report that an activity or office is required to
prepare and submit to other field activities or oftlces, to
departmental bureaus or offices, or to others.

Destroy when 2 years old.

SSIC 5215

ISSUANCE SYSTEMS (INCLUDE DIRECTIVES)
RECORDS

1. DIRECTIVES FILES.

a. OfYicial Case Files of the Of!lces of SECNAV.
CNO. CMC, USCINCPAC AND USACOM. Files
contain the oflkial green copy (or other designated
official copy) of the basic directive (containing clearance
initials or names) and the original or copy containing the
actual signature or other authentication. The ot%cial
green copy and/or signature copy (or other designated
oftlcial copy) of any change, cancellation, cross-reference
sheet or revision of the basic directives.

Permanent. Retire to WNRC when cancelled or
inactive. Transfer to NARA in 5-year blocks when
20 years old.

b. All Echelon 2 Activities Official Case Files (See

w. Note System Commands retire directives as
primary program records under appropriate chapters of
thk instruction.

Destroy 5 years after directive is cancelled,
superseded or no longer needed for reference.

c. All Other Commands/Activities. OflIcial copy of
each directive originated by an activity.

Destroy when superseded, cancelled or no longer
needed for reference.

SSIC 5216

CORRESPONDENCE MANAGEMENT RECORI)~

FILES CONSISTING OF POLICIES AND
PROCEDURES PERTAINING TO
CORRESPONDENCE MANAGEMENT.

Destroy when cancelled or superseded,

SSIC 5217

EFFECTIVE WRITING (INCLUDE DRAFTING AND
REVIEW) RECORDS

FILES CONSISTING OF POLICIES AND
PROCEDURES PERTAINING TO EFFECTIVE
WRITING.

Destroy when cancelled or superseded.

SSIC 5219

PUBLISHING MANAGEMENT RECORDS

PAMPHLETS, REPORTS, LEAFLETS, FILE
MANUALS, OR OTHER PUBLISHED OR PROCESSED
DOCUMENTS, OR THE LAST MANUSCRIPT
REPORT, IF NOT PUBLISHED, RELATING TO
MANAGEMENT PROJECTS.

1. FILES WITH THE SUPPORTING PAPERS WHICH
DOCUMENT THE INCEPTION, SCOPE, AND
PURPOSE OF THE PROJECT.

Retire to FRC upon completion of project. Destroy
when 10 years old.

2. WORKING PAPERS AND BACKGROUND
MATERIALS.

a. Final Action on Res)ort Comrsleted.

Destroy 6 months after final action.

b. Final Action on Report Not Comdeted.

Destroy 3 years after completion of report.

3. PUBLICATIONS AND PUBLICATIONS
REFERENCE FILES. Publications issued by the
Department of Defense (DOD) or naval activity or oftice,
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and publications issued by other government agencies or
non-government organizations. They include
instructional and informational manuals, catalogs, and
other sim”lar pubtisbed materiats.

a. Issuing Office Master CorIy. One copy of each
publication issued by the originating naval activity.

Permanent. Forward to FRC when superseded or
obsolete. Ofler to NARA when 20 years old.

b. AU Other CoDies. Maintained for reference
purposes on a need-to-know basis and consisting of
publications essential to operations. These are arranged
in a manner that will best serve reference requirements,
generally by source.

Destroy when no longer required.

(1) Communications Security Material Systems
(CMS) Material.

(a) General correspondence files pertaining
to registered publications, transactions, administrative
procedures defective publications, destruction of
publications, clearances, discrepancies in inventories,
audits, and related subjects.

Destroy when 2 years old.

(b) Reports relating to registered
publications including transfer reports, destruction
reports, inventory reports, issuing office’s reports, and
flyleaf reports.

Destroy when 2 years old.

(c) Logs of transaction numbers.

Destroy when 2 years old.

(d) Copies of messages relating to CMS-
distributed publications or CMS policy maintained by
CMS offices.

Destroy when 18 months old.

(e) Ledger records for superseded
publications.

Destroy when 2 years old.

(f) Local custody receipts for publications
transferred or destroyed.

Destroy when 2 years old.

(fl) Transfer orders and stock requests and
logs or other records of shipment numbers.

Destroy when 1 year old.

(h) Replaced Section V pages of custodian’s
records or CMS-dktributed publications, issuing off]ce’s
inventories of non-registered publications, and quarterly
activity reports.

Destroy when 1 year old.

(i) Receipts for oftlce messenger mail and
for courier service mail.

Destroy when 1 year old.

(2) Current and usable publications.

Return to nearest publications supply ofice for
reissue when no longer needed.

SSIC 5220-5229

WORKLOAIYPERFORMANCE MEASUREMENT
RECORDS

THE RECORDS IN THIS (5220-5229) SERIES ARE
RELATED TO WORKLOAD/PERFORMANCE
MEASUREMENT RECORDS AND INCLUDE
ADMINISTRATIVE WORKLOAD MANAGEMENT;
OFFICE TECHNIQUES, METHODS, AND
PROCEDURES; MANAGEMENT STUDIES,
ANALYSES, AND REVIEWS; AND MANAGEMENT
IMPROVEMENT PROGRAMS, PROCEDURES, AND
ACHIEVEMENTS RECORDS.

WORKLOAD/PERFORMANCE MEASURE RECORDS

1. WORK MEASUREMENT FILES. Statistical records
and analyses used in compiling workload, work
measurement, machine utilization, work production, or
work performance reports or data; work measurement
cards or listings; weekly, monthly, or other periodic
workload or production reports used to compile summary
reports; copies of statistical work measurement or
performance reports that are duplicated in activity or
command files; workload data; related papers;
administration workload management; oftlce techniques,
methods, and procedures; management studies, analysis,
and review; and management improvement program
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procedures and achievements. (Exclude summary
records described in SSIC 5220, para. 2.)

Destroy when 1 year old, or when abstracted, or
consolidated, whichever is earfier.

2. PERFORMANCE AND WORK MEASUREMENT
RECAPITULATIONS AND SUMMARY REPORTS,
GRAPHS, AND CRITERIA.

Destroy when 5 years old.

AUTOMATIC DATA PROCESSING AND
INFORMATION SYSTEMS RECORDS

1. PRIMARY PROGRAM RECORDS. Files of the
Offices of SECNAV, CNO, CMC, and Naval Information
Systems Management Center (NISMC) *lch document
their primary mission responsibilities for the
development, establishment, and accomplishment of
automatic data processing (ADP) management plans,
programs, and procedures.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Records
of activities and offices relating to ADP programs and
operations.

Retire to nearest FRC when 4 years old. Destroy
when 20 years old.

3. OFFICIAL RECORD COPIES OF MAGNETIC OR
PUNCHED TAPE RECORDS. Records created/used in
the accumulation of operating and reporting data
concerning the functions of activities and offices.

Disposition not authorized. Submit SF 115 to NARA.

4. ADP APPLICATIONS DATA TAPES. Tapes used to
introduce data into or through the system.

a. Intwt TaDes. Include raw data, source
document data, and general input data extracted or
connected from unit record facilities that have been
verified.

Destroy when 6 days old or after 3 generations,
whichever is earfier.

step to the next.

Destroy when 3 days old.

c. Interim Master Transaction TaDe& Tapea
containing detailed/summary transaction data through
the latest update/merge process.

Destroy after preparation of a third generation
approved and verified tape. (Minimum retention period
is 6 days or 3 generations, whichever is earlier.)

d. Final Master Transaction Tam. Not used for
independent analysis. Tapes containing detailed/
summary data or cumulative transactions for a program,
account, etc.

Destroy when all reports reflecting data contained on
the tape have been produced, verified, and approved.
(IWnimum retention period is 1 month or 10
generations for dailies, 5 generations for weeklies,
and 3 generations for others.)

e. Printina TaDes. Include source data print tapes
used to produce printed output.

Destroy when printouts are prepared and approved
(minimum retention period is 3 days).

SSIC 5231

DATA SYSTEMS DEVELOPMENT RECORDS FOR
SYSTEMS SCHEDULED AS TEMPORARY

1. RECORDS PROVIDING GUIDANCE FOR THE
DESIGN AND DEVELOPMENT OF AUTOMATED
SYSTEM.

Destroy when no longer valid or current.

2. PROCEDURAL DOCUMENTATION FOR ADP
SYSTEM REQUIREMENTS. (Exclude hardware or
systems software specifications covered in SSIC 5236.)

Destroy when no longer vatid or current.

3. LIFE CYCLE MANAGEMENT DOCUMENTATION.
Records in support of Automated Information systems
projects.

Destroy 2 years after termination of a fielded system
or 2 years after termination of a project not fielded.

b. Working Tat)es. Tapea that have been verified
and used to move data into/through a system from one
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Swx2&

EVALUATIONS AND REVIEW RECORDS

1. OFFICE OR ACTIVITY RECORDS CONCERNING

READINESS REVIEWS, PERFORMANCE
EVALUATIONS, ETC.

Destroy when no longer vatid or current.

SsK2u3

INSTALLATION MANAGEMENT RECORD$

1. OFFICE OR ACTIVITY DOCUMENTATION
STANDARDS, INSTRUCTIONS, AND GUIDELINES.

Transfer to nearest ~C when 2 years old or no
longer current, whichever is later. Destroy when 15
years old.

2. ACTIVITY OR OFFICE PROCEDURES AND
REPORTS. Files concerning performance monitoring,
installation organimtion, personnel management, and all
other aspects of installation management not specifically
identified under another S!SIC.

Retire to the nearest FRC when 3 years old. Destroy
when 5 years old.

SSIC 5234

SOFIWARE STANDARDS RECORDS

1. OFFICE OR ACTIVITY PROCEDURES, REPORTS
AND ANY OTHER MATERIALS RELATING TO THE
USE OF STANDARD HIGHER LEVEL LANGUAGES.

Destroy when 2 years old or no longer current,
whichever is later.

2. OFFICE OR ACTIVITY PROCEDURES, REPORTS
AND ANY OTHER MATERIALS RELATING TO TIIE
RELEASE OF SOFTWARE AND SOFTWARE
INVENTORIES. (Software acquisition is covered in
SSIC 5236 and software sharing in SSIC 5237.)

Destroy when 2 years old or no longer current,
whichever is later.

DATA ELEMENTS AND CODES RECORDS FOR
RECORDS SCHEDULED AS TEMPORARY

1. OFFICE OR ACTIVITY DOCUMENTS AND
OTHER RELATED GUIDANCE ON STANDARD DATA
ELEMENT, CODE IDENTIFICATION, AND USE.

Destroy when 2 years old or no longer current,
whichever is later.

2. DATA ELEMENT DICTIONARY AUTOMATED
FILES ON TAPES, DISKS CARDS, OR OTHER ADP
MEDIA.

Destroy when 2 years old or no longer current,
whichever is later.

SSIC 5236

PROCUREMENT OF ADP RESOURCES RECORDS

1. OFFICES OR ACTIVITY DOCUMENTS AND
GUIDELINES. Files concerning requirement
specifications, selection, and acquisition criteria for ADP
equipment (ADPE), software ADP services, and ADP
supplies procured by contract.

Destroy when 2 years old or no longer current,
whichever is later.

2. ACTUAL REQUIREMENTS SPECIFICATION,
SELECTION CRITERIA DOCUMENTS, AND
ACQUISITION DOCUMENTATION FOR ADPE
SOIWWARE, ADP SERVICES, AND SUPPLIES
PROCEDURES BY CONTRACT.

Destroy when 3 years old.

SSIC 5237

REUTILIZATION AND SIIARING RECORDS

1. ACTIVITY OR OFFICE GUIDELINES. Files
concerning ADPE reutilization and sharing and any
operating documentation for correspondence related to
that subject.

Destroy when no longer valid or current.

SSIC 5238

RESOURCES ACCOUNTING RECORDS

1. ACTIVITY OR OFFICE DOCUMENTS AND
GUIDELINES ON PREPARING STATISTICAL AND
COST REPORTS CONCERNING ADP.

Destroy when 3 years old.
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2. STATISTICAL AND COST ANALYSIS REPORTS
ON ADP AND ADP BUDGETING AND FINANCIAL
MANAGEMENT.

Destroy when 3 years old.

SSIC 5239

DATA TRANSMISS1ON AND PROTECTION
RECORDS

1. ALL ACTIVITY OR OFFICE DOCUMENTS,
GUIDELINES, REFERENCE MATERIALS, AND ANY
OTHER MATERIALS RELATED TO DATA
COMMUNICATIONS AND TRANSMISSION.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. ALL ACTIVITY OR OFFICE DOCUMENTS,
GUIDELINES, REFERENCE MATERIALS, AND ANY
OTHER MATERIALS RELATED TO DATA
PROTECTION AND SECURITY,

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

INDUSTRIAL METHODS RECORDS

1. INDUSTRIAL CORRESPONDENCE FILES,
INSTRUCTIONS TECHNICAL REPORTS, STATUS,
SAVJNGS, ECONOMIC REPORTS, AND STUDIES.
Afso, procedures and guidelines for manufacturing
equipment, machinery, etc.

a. ReDorts.

Destroy when 5 years old.

b. General Correspondence ~lles.

Destroy when 5 years old.

c. Instructions and Notices.

Destroy when superseded or cancelled.

organization and its management and/or command
systems. Reports are usually informal and unpublished.
Records may be generated at all activities. Exclude
Operations Analysis/Operations Research Records filed
under SSIC 5280.

Destroy when 5 years old.

SSIC 5270-5279

GENERAL OFFICE INFORMATION SYSTEMS
PROGRAM MANAGEMENT RECORDS

THE RECORDS IN THIS (5270-5279) SERIES ARE
RELATED TO GENERAL OFFICE INFORMATION
SYSTEMS PROGRAM MANAGEMENT RECORDS
AND INCLUDE INFORMATION RESOURCES AND
AUTOMATED OFFICE SYSTEMS RECORDS.

SSIC 5270

GENERAL OFFICE INFORMATION SYSTEMS
PROGRAM MANAGEMENT RECORDS

RECORDS CONCERNING MANAGEMENT
PROGRAMS AND TECHNIQUES.

Destroy when 2 years old.

SSIC 5280

OPERATIONS ANALYSIWOPERATIONS RESEARCH
RECORDS

1. RECORDS GENERATED AS A RESULT OF
ANALYZING THE OPERATIONS OF PLANS,
POLICIES, PROCEDURES, TECHNIQUES, SYSTEMS,
WEAPONS, EQUIPMENT, OR ORGANIZATIONS.
Records consist of formal reports and studies produced
by the Center for Naval Analysis (CNA) and Marine
Corps Operations Analysis (OA) Activity. Exclude
Lessons Learned Pnbfications, Tactical Memos and
Notes, Operational Tactical Guides, Revisions to Naval
Warfare Publications (NWP’S), and other issuances filed
under SSIC’S 3510-3516.

PERMANENT. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old. Send second
copy to Defense Technical Information Center, 8725
John J. Kingman Road, Ft. Belvoir, VA 22060-6218
immediately after publication.

GENERAL MANAGEMENT SCIENCES RECORDS
SSIC 5290-5291

1. GENERAL RECORDS. Reports, studies, tasking
orders, and similar records generated by analysis of an VISUAL INFORMATION (VI) RECORDS
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KllLL AND MOTION MEDIA ARE AN INTEGRAL
PART OF NAVY AND MARINE CORPS OFFICIAL
DOCUMENTATION THEIR PHYSICAL CHARACTER
MAKES THEM NO LESS OFFICIAL THAN
DOCUMENTATION IN OTHER FORM. THEY, AS
OTHER NAVAL RECORDS, ARE EVALUATED AND
DISPOSED OF ON THE BASIS OF THEIR CONTENT,
PURPOSE, ORIGIN, AND USE, AND IN
ACCORDANCE WITH DISPOSAL AUTHORITY
PROVIDED IN THIS (5290) SERIES.

SSIC 5290

VI MANAGEMENT, GENERAL AND PRIMARY
PROGRAM AND RELATED ADJUNCT RECORDS

1. CNO, CMC, COMMANDER NAVAL MEDIA
CENTER AND COMMANDING GENERAL, MARINE
CORPS COMBAT DEVELOPMENT COMMAND
POLICY, PLANNING AND PROGRAM RECORDS.
Primary program records. Files and records
documenting development and execution of imaging (VI)
plans, policies, programs, and procedures that implement
the Naval Imaging Program, Records documenting the
authorization of Navy and Marine Corps Visual
Information Activities.

Permanent. Cut off annually. Transfer to WC,
4205 Suitland, Rd., Suitland, MD 20409, when 7
years old. Offer to NARA when 25 years old.

2. NAVY AND MARINE CORPS VISUAL
INFORMATION ACTIVITY’S GENERAL
MANAGEMENT AND OPERATIONS RECORDS. THE
ACTIVITIES HAVE A DEPARTMENT OF DEFENSE
VISUAL INFORMATION ACTIVITY NUMBER
(DVL4N).

a. Records documenting the management and
operation of Navy and Marine Corm VI Activities.
Order lots or similar management records.

Destroy when 2 years old.

b. Low of still ~icture neaatives and motion Dictur~
~. (Exclude shelf lists, indexes, and other records that
can be used as finding aids.)

Destroy when 5 years old.

c. DD 2054/1 Vkual Information (VI) Annual
Activity ReDort and DD 2054/2 Audiovisual (AV) annual
Production and Librarv ReDort.

Ss!lx22

VI PRODUCTIONS, PRODUCTS AND SERVICES
RECORDS

THESE FILES INCLUDE VI MATERIALS AND THE
DOCUMENTS SUPPORTING THEIR CREATION.
THE VI MATERIALS CONSIST OF STILL MEDIA
GRAPHIC ARTS; MOTION MEDIA; AND AUDIO;
RECORDINGS, AND MATERIALS. THIS SCHEDULE
DOES ~ COVER: (1) CARTOGRAPHIC
RECORDS, (2) REMOTE SENSING IMAGERY
RECORDED ON FILM OR MAGNETIC TAPE, (3)
MICROFORM COPIES OF TEXTUAL RECORDS, (4)
RESEARCH AND DEVELOPMENT SOURCE DATA,
(5) DIGITIZED IMAGERY, OR (6) COMBAT
CAMERA OPERATIONS (SEE SSIC 3104).

The schedule is divided into three parts as follows:

1, Paragraph 1 covers the records that may be of
continuing general or historical interest to the Navy or
Marine Corps.

2. Paragraph 2 specifically covers category 2 and 3
VI (audiovisual) production records of film and video
programs that are available for service-wide, DO&vide,
or pubtic use.

3. Paragraph 3 covers the records that have no
continuing general or historical interest that may be
disposed of by Navy and Marine Corps activities
including that of local use only.

1. VI MATERIALS (FILMS, TAPES, DISCS OR
GRAPHIC ARTS) RECORDED BY NAVY AND
MARINE CORPS ACTIVITIES NOT DUPLICATED
ELSEWHERE AND DETERMINED TO HAVE
CONTINUING GENERAL OR HISTORICAL
INTEREST TO THE NAVY OR MARINE CORPS.

a. Still Media. Black-and-white and color negative
photography: the original negative, a captioned print,
and, for color negative photography, in addition a
duplicate negative if one exists. Black and white and
color still video imagery: the original diskette and a
captioned print for each image. Black and white and
color transparency photography: the original and a
dupticate. Stide sets or titmstrips and accompanying
audio recordings or scripts: 2 copies.

(1) Created at Navy and Marine Corps activities.

Destroy when 2 years old,
Accompany with caption data sheet. Transfer within
90 days of initial use to: (a) Navy activities - Naval
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Media Center, Washington, DC 20374-1681 or (b)
Marine Corps activities - Marine Corps Combat
Development Command (TJ332TSP), Quantico, VA
22134-5001.

(2) Held by Naval Media Center and tbe Marine
Corps Combat Development Command.

Transfer periodically to the DOD Still Media Records
Cater, Washington, DC.

(3) Held by the DOD Still Media Records Center.

Permanent. Transfer to NARA when 10 years old or
earlier if no longer needed for current operations
along with related shelf lists and other indexes
(including video disks and other automated finding
aids).

b. Grarshic Arts. Posters distributed Navy-wide or
to the public and original artwork of unusual or
outstanding merit. Posters: 2 copies. Original art:
original and photographic copy if one exists.

(1) Posters (Navy and Marine Corps).

Permanent. Transfer 2 copies of each poster to the
National Archives when produced by adding the
National Archives to distribution tists (mail to:
National Archives & Records Administration (NNSP),
Washington, DC 20408).

(2) Original artwork of unusual or outstanding
merit.

Offer to National Archives when no longer needed
(artwork not accepted for transfer by NARA will be
destroyed per GRS 21, Item 6).

c. Motion Mediq. Navy and Marine Corps-
sponsored motion media produced internally or under
contract. FItms: the original negative or color original
plus separate sound track, an intermediate master
positive or duplicate negative PIUSoptical sound track,
and a sound projection print or a video recording, and
accompanying caption data sheets. Video recordings:
the original or earliest generation of recording, and
dubbing if one exists. Acquired films: two projection
prints or one projection print and a video recording and
accompanying caption data sheets. Unedited film
footage: the original negative or color original, work
print, and an intermediate positive or duplicate negative
if one exists, appropriately arranged, labeled, and
described. Unedited video: tbe original and a dubbing
appropriately arranged, labeled and described.

(1) Documentary footage (except routine
surveillance, scientific, medical or engineering footage)
shot for research and development, fact-find]ng or other
studies and stock footage, outtakes and trims created
during the course of a Navy and Marine Corps-sponsored
production. Internal management news or information
programs. Recordings of public meetings or speeches,
agency-sponsored conferences, guest speakers, and
testimony of Navy and Marine Corps officials before
Congress and at other hearings, and accompanying
textual material (programs, agendas, scripts, etc.) Media
appearances by top Navy and Marine Corps officials.

(a) Created at Navy and Marine Corps
activities.

Transfer within 120 days following initial
use with accompanying caption data sheet to: (a)
Navy activities - Naval Media Center, Washh@on,
DC 20374-1681 or (b) Marine Corps activities -
Marine Corps Combat Development Command (T)3
32TSP), Quantico, VA 22134-5001.

(b) Held by Naval Media Center and the
Marine Corps Combat Development Command.

Transfer periodically to the DOD Motion Media
Records Center.

(c) Held by the DOD Motion Media
Records Center.

(2) UNEDITED MATERIALS that meet the
following criteria are TEMPORARY and will be
destroyed when no longer needed.

(a) redundant, defective, or purely local
and/or transitory;

(b) document routine award, promotion,
change of command, and similar ceremonies (except
Medal of Honor award ceremonies; change of command
ceremonies ashore for admirals or Marine Corps
generals; and afloat for vice admirals or above; and those
in which the President, V]ce President, Secretary of
Defense, or Secretary of the Navy was a participant);

(c) pertain to routine basic and advanced
training activities such as drills, marches, classroom
activities, etc., whether aboard ship or ashore (except for
selected items retained to illustrate Navy or Marine
Corps life);

(d) document routine and/or repetitive
activities undertaken in connection with recurring
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peacetime operations and training exercises (except for
seJected items retained to illustrate Navy or Marine
Corps life);

(e) document the appearance, use, or
operation of equipment widely used in the civilian arena

and employed hy Navy or Marine Corps in the same
manner and for the same purposes;

(O redundant imagery or recordings
pertaining to the development, testing, use, operation,
and maintenance of ndfitary equipment and material
(except for the introduction of new weapons or
technology);

(g) scenic photography or wild sound
without any documentary value as to time, place, or
historical condition;

(h) outtakes (supplements) to Navy motion
pictures (MN’s) that do not document combat operations;

(i) audiovisual items originated by the Army
or Air Force;

O) most launchings, christenings, or
commissioning of sh]ps (except those of aircraft carriers
(Cl’), battleships (BB), atomic submarines (SSN), and the
fmt of each class of submarines, cruisers, and
destroyers);

(k) out of focus or poor photography, or
poor quality audio (except when related to combat
operations).

(3) AUDIOVISUAL PRODUCTIONS, I.E.,
COMPLETED OR EDITED FILMS OR TAPES, that
meet the following criteria are TEMPORARY and will be
destroyed when no longer needed.

(a) redundant, defective, or purely local
and/or transitory;

(b) show routine managerial and personnel
training activities;

(c) show lectures, panel discussions,
classroom training sessions or hrietings tacking in
substantive pictorial or aural information;

(d) productions originated by other
Government agencies;

maintenance, testing and repair of individual components
of a larger weapons system or piece of equipment (as
opposed to productions that pertain to a weapons system
or piece of equipment in its entirety);

(f) illustrate only timited aspects of the
overall operation and use of a weapons system or piece of
equipment (e.g., productions that deal only with its
assembly and installation, as opposed to all aspects of its
operation);

@ highly technical or instructional training
productions that support or repeat information,
techniques, or procedures described in other sources such
as textbooks, manuals, or other publications.

(4) All other audiovisual products will be offered
to the National Archives when 10 years old or earlier if
no longer needed for current operations. (hy products
not accepted by the National Archives will be destroyed
when no longer needed by the Navy or the Marine
Corps).

(5) Documentation project and imagery records.

(a) Created at Navy and Marine Corps
activities.

Transfer within 120 days following initial
use with accompanying caption data sheet to: (a)
Navy activities - Naval Media Center, Washington,
DC 20374-1681 or (b) Marine Corps activities -
Marine Corps Combat Development Command (TII
32TSP), Quantico, VA 22134-5001.

(b) Held by Naval Media Center and the
Marine Corps Combat Development Command.

Transfer periodically to the ND Motion Media
Records Center.

(c) Held by the DOD Motion Media
Records Center.

Apply SSIC 5291 .lc(l)(c)(l) or 5291,1 c(I)(c)(2) or
5291.1 c(I)(c)(3), as appropriate.

(6) Category 1 tlhn and video programs
available for use within one major command and/or by
the public that are intended for training, information,
education, and recruiting.

(a) Created at Navy and Marine Corps
activities.

(e) illustrate routine installation, assembly,
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Transfer within 120 days following initial
use with accompanying caption data sheet to:
(a) Navy activities - Naval Media Center,
Washington, DC 20374-1681 or (b) Marine Corps
activities - Marine Corps Combat Development
Command (TE32TSP), Quantico, VA 22134-5001.

(h) Held by Naval Media Center and the
Marine Corps Combat Development Command.

Transfer periodically to the DOD Motion Media
Records Center.

(c) Held by the DOD Motion Media Records
Center.

Apply SSIC 5291 .lc(l)(c)(l) or 5291 .1c(1)(c)(2) or
5291.1 c(1)(c)(3), as appropriate.

d. Sound recordings of significant events.

(1) Created at Navy and Marine Corps activities.

Transfer with~n 30 days following initial use with
accompanying caption data sheet to: (a) Navy
activities - Naval Media Center, Washington, DC
20374-1681 or (b) Marine Corps activities - Marine
Corps Combat Development Command (TE 32 TSP),
Quantico, VA 22134-5001.

(2) Held by Naval Media Center and the Marine
Corps Combat Development Command.

Transfer periodically to the DOD Still Media Records
Center, Washington, DC.

(3) Held by the DOD Motion Media Records
Center.

Apply SSIC 5291.lc(l)(c)(l) or 5291.1 c(1)(c)(2) or
5291.(1)(c)(3) as appropriate.

2. VI MATERIALS (FILMS, TAPES, DISCS OR
GRAPHIC ARTS) AND THEIR ACCOMPANYING
RECORDS OF PRODUCTION, OF NAVY-AND
MARINE CORPS-SPONSORED CATEGORY 2 AND 3
FILM AND VIDEO PROGRAMS THAT ARE
AVAILABLE SERVICE-WIDE, DO~WIDE OR TO
THE PUBLIC AND ARE INTENDED FOR TRAINING,
INFORMATION, EDUCATION AND RECRUITING.
These programs have been approved through the use of
DD 1995, and a record of their production has been
entered into the data base of the Defense Automated
Vkual Information System (DAVIS). They include
motion media produced internally or under contract.

Fibns: the original negative or color original plus
separate sound track, an intermediate master positive or
duplicate negative plus optical sound track, and a sound
projection print or a video recording. Video recordings:
the original or earliest generation of recording, and
dubbing if one exists. Acquired fibns: two projection
prints or one projection print and a video recording.
Outtakes and unedited film or video: the original
negative or color original, work print, an intermediate
positive or duplicate negative if one exists, or a video
recording appropriately arranged, labeIed, and
described. Contract produced and in-house production
records: DD 1995, approvals for script, interlock final
answer print, script as recorded, Public Exhibition
Clearance for script and production, talent releases,
music rights, location of stock footage rights, contract
with all amendments if commercially produced or
commercial (off-the-shelf) product, definite evaluation
and final budget, legal opinions concerning Government’s
proprietary rights, documents pertaining to contract
acquisition, documentation project and photography
records.

(a) Created at Navy and Marine Corps activities.

Transfer within 120 days following initiai use with
accompanying DD 1995 to: (a) Navy activities -
Naval Media Center, Washington, DC 20374-16S1 or
(b) Marine Corps activities - Marine Corps Combat
Development Command (TE 32TSP), Quantico, VA
22134-5001.

(b) Held by Naval Media Center and the Marine
Corps Combat Development Command.

Transfer periodically to the DOD Motion Media
Records Center.

(c) Held by the DOD Motion Media Records Center.

Apply SS[C 5291 .lc(l)(c)(l) or 5291 .1c(1)(c)(2) or
5291.1 c(1)(c)(3) as appropriate.

3. OTHER VI MATERIALS ACCUMULATED BY
NAVY AND MARINE CORPS ACTIVITIES
INCLUDING THAT OF LOCAL USE ONLY, THAT
HAVE NO CONTINUING GENERAL OR
HISTORICAL INTEREST TO TIIE NAVY OR
MARINE CORPS.

a. Still Photography. Black-and-white, color
negative, color transparency photography; and slide sets
and filmstrips and accompanying audio recordings or
scripts. Covering:
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(1) Routine award ceremonies, social events, and
activities of purely local interest.

Destroy when 1 year old or when no longer needed.

(2) Internal personnel and administrative
trainiig filmstrips and stides that do not reflect the
mission of the Navy or Marine Corps or the mission of
the activity.

Destroy 1 year after completion of training program.

(3) Negatives from which prints have been
submitted with reports.

Retain as needed for up to 2 years and destroy.

(4) Negatives and prints which are valueless due
to faulty photography, or because of similarity, are
considered to be duplications.

tracks, intermediate master positives or duplicate
negatives plus optical sound tracks, and sound projection
prints or video recordings. Acquired fitms: projection
prints or one projection print and a video recording.
Unedited footage: original negatives or color originals,
work prints, and an intermediate positive or duplicate
negatives.

(1) Films acquired from outside sources for
personnel and management training.

Destroy 1 year after completion of training program.

(2) Fihns acquired horn outside sources for
personnel entertainment and recreation.

Destroy when no longer needed.

(3) Routine surveillance footage.

Destroy when no longer needed.
Destroy when no longer needed.

(S) Stilt photographic work requests and related
papers, used to schedule work, document workload,
materials used, and man-hours used, and to prepare
reports.

Retain 12 months after end of FY in which work is
accomplished, then destroy.

b. Gra~hic Arts. Posters: 2 copies. Original art:
original and photographic copy if one exists.

(1) Viewgraphs.

Destroy 1 year after final publication or when no
longer needed.

(2) Routine artwork for handbills, flyers,
posters, letterhead and other graphics.

Destroy 1 year after final publication or when no
longer needed.

(3) Lme and halftone negatives, screened paper
prints and offset lithographic plates used for photo-
mechanical reproduction.

Destroy when no longer needed for publication or
reprinting.

c. Motion Pictures. Including Categorv 1
Prom-ams. Navy-and Marine Corps-sponsored films:
original negatives or color originals and separate sound

(4) Routine scientific, medical or engineering
footage.

Destroy when 2 years old or when no longer needed.

c. Video Recordinm, Including Cate~orv 1
Profzrams. The original or eartiest generation of
recording, and a dubbing if one exists.

(1) Programs acquired from outside sources for
personnel and management training.

Destroy 1 year after completion of training program.

(2) Programs acquired from outside sources for
personnel entertainment and recreation.

Destroy when no longer needed.

(3) Rehearsal or practice tapes.

Destroy immediately.

(4) Internal personnel and administrative
training programs that do @ reflect the mission of the
Navy. (These include “role-play” sessions, management
and supervisory instruction, etc.)

Destroy 1 year after completion of training program.

(5) Routine surveillance recordings.

Destroy when no longer needed.
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(6) Routine scientific, medical or engineering
recordings.

Destroy when 2 years old or when no longer needed.

(7) Recordings that document routine meetings
and award presentations.

Destroy when no longer needed.

(8) Duplicate clubbings and pre-mix elements in
excess of those elements required for preservation,
duplication, and reference by CFR 101-11.411-4.

Destroy when no longer needed.

d. Sound Records of Transitory Information.

Erase or destroy when purpose has been served.

Ss[c 5300-5399

SSIC 5300

GENERAL MANPOWER/PERSONNEL (USE FOR
OVERALL CIVILIAN AND MILITARY PERSONNEL
MAITERS) RECORDS

Delete this SSIC.

REFERENCE FILES. Manpower instructions and
standards issued by CNO. These are maintained in
organized collections and include informational
documents and associated materials.

a. Issuing OffIce Master COW. One copy of each
publication issued by CNO.

Permanent. Transfer to FRC when 4 years old.
Offer to NARA when 20 years old.

b. All Other Copies. Maintained on a needed-to-
know basis for informational purposes.

Destroy when superseded or cancelled.

SSIC 5312

UTILIZATION RECORDS

1. VARIOUS RECORDS/REPORTS ADDRESSING
THE UTILIZATION/EMPLOYMENT OF PERSONNEL,
INCLUDING, BUT NOT LIMITED TO,
DISTRIBUTION OF PERSONNEL TO ACTIVITY
TYPE, DISTRIBUTION OF PERSONNEL BY
GEOGRAPHIC AREA, AND PERSONNEL
REQUIREMENTS BY PAY GRADE/
RATING/SPECIALTY/OFFICER COMMUNITY/ETC.

Destroy when no longer needed for reference.
File under SSICS 1000.1 and 12000.

SSIC 5314
SSIC 5305

INCENTIVE AWARDS (MILITARY/CIVILIAN)
RECORDS

1. REPORTS PERTAINING TO THE INCENTIVE
AWARD PROGRAM.

Destroy when 3 years old.

SSIC 5310

MANPOWER RECORDS

Delete this SSIC.

File under SSICS 1000.1 and 12000.1.

SSIC 5311

RECXJIREMENTS RECORDS

1. PUBLICATIONS AND PUBLICATION

STATISTICS RECORDS

1. VARIOUS REPORTWRECORDS ADDRESSING
MANPOWER/PERSONNEL STATISTICS BY
PAYGRADE/RATING/SPECIALTY/OFFICER
COMMUN1TYA3TC. Files include demographic
breakdowns of personnel inventory and personnel
statistics by paygrade/rating/specialty/officer
community /etc.

Destroy when no longer needed for reference.

SSIC 5320

ORGANIZATIONAL MANNING AND BILLETS
RECORDS

1. COMPLEMENT AND ALLOWANCE RECORDS
FOR MILITARY PERSONNEL, INCLUDING MARINE
CORPS TABLES OF ORGANIZATIONS (T/@).
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a. ~s.

Destroy when 5 years old or superseded, whichever is
earlier.

b. Marine Corm Record CoDies of T/Os.

Forward to MCCDC (TFS) when 4 years old.

c. All Other Files.

Destroy when 2 years old or superseded, whichever is
earlier.

SSIC 5321

ORGANIZATIONAL ALLOWANCE. ALLOCATIONS,
AND CEILINGS RECORDS

1. NON-PERMANENT FILES PERTAINING TO
QUALITATIVE AND QUANTITATIVE
INFORMATION FOR MANPOWER REQUIREMENTS.

Destroy when 2 years old or superseded, whichever is
earlier.

SSIC 5330

HOURS OF WORIUDAILY ROUTINE RECORDS

Delete this SSIC.

File under SSIC 12610.

Ss[c S340

CONTRIBUTIONS. SOLICITATIONS. ANT)
COLLECTIONS RECORDS

Delete this SSIC.

File under SSIC 12950.

SSIC 5350

HUMAN GOALS RECORDS

1. GENERAL CORRESPONDENCE AND CASE
FILES RELATING TO HUMAN GOALS PROGRAMS.

Destroy when 2 years old.

~

LEADERSHIP AND MANAGEMENT RECORDS

1. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES RELATING TO THE
LEADERSHIP AND MANAGEMENT EDUCATION
AND TRAINING (LMET), AND OTHER LEADERSHIP
MANAGEMENT PROGRAMS.

Destroy when 2 years old.

SSIC 5352

OVERSEAS DIPLOMACY RECORDS

1. GENERAL CORRESPONDENCE OF ACTIVITIES
AND OFFICES RELATING TO OVERSEAS
DIPLOMACY PROGRAMS.

Destroy when 2 years old.

SSIC 5353

ALCOHOL ABUSE CONTROL RECORDS

1. DOCUMENTATION OF ALCOIIOL AND DRUG
ABUSE AND TREATMENT OF MILITARY
PERSONNEL, DEPENDENTS, RETIREES AND
CIVILJANS. THE RECORDS DESCRIBED IN THIS
SECTION RELATE TO SUPERVISORY NOTES,
COMMAND CORRESPONDENCE AND
COUNSELINGS, AND CLINICAL DOCUMENTATION
BY NON MEDICAL UNITS OR COMMANDS
INCLUDING MARINE CORPS TABLES OF
ORGANIZATION. SOME EXCEPTIONS TO
DISPOSAL STANDARDS ARE NECESSARY.
REGARDLESS OF AUTHORIZATION HEREIN,
RECORDS DIRECTLY RELATING TO MATTERS
LISTED BELOW WILL NOT BE DESTROYED UNTIL
FINAL CLEARANCE OR SE’ITLEMENT OF THE
CASE:

- Incomplete investigation,
- Incomplete Non-Judicial Punishment (NJP), Court

Martial and other disciplinary action, including
appeals procedure, or

- Incomplete medical boards or administrative
actions.

a. Fleet and Shore Activities.

Destroy when last file entry date is 2 years old or 1
year after member’s Permanent Change of Station
(PCS), whichever is later.

b. ~1
Treatment at Afloat and Ashore Counseling and Assktant
Centers. Individual records of outpatient evaluation,
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therapy, and other care for the disease of alcoholism
performed by Counseling and Assistance Centers.
Records consist of standard, Federal, and DOD forms
approved for use in the program by the Chief of Naval
Personnel (CHNAVPERS).

Retire to nearest FRC when 2 years old. Destroy
when 7 years old.

c. Alcoholism Case Files for Level 111Treatment at
Naval Alcohol Rehabilitation Centers. Individual records
of multidisciplinary residential therapy for DOD military
personnel, dependents, and retired personnel conducted
at Naval Alcohol Rehabilitation Centers (MARC).
Records consist of standard, Federal, and DOD forms
approved for program use by the CHNAVPERS as well
as recommendations for after care.

Retire to nearest FRC when 3 years old. Destroy
when 10 years old.

d. Bureau of Naval Personnel (BUPERS) Waiver
Reauests and Redies.

Destroy case file on 2 year anniversary date of most
recent message or correspondence.

2. ALCOHOL AND DRUG MANAGEMENT
INFORMATION TRACKING SYSTEM (ADMITS).
Database management system used to track information
about individuals treated at Navy nonmedical facilities
for abuse of drugs or alcohol,

a. Central database records maintained at llUPERS

~.

DISPOSITION NOT AUTHORIZED.

b. All versions of documentation for central database
records maintained at BUPERS (PERS 63).

DISPOSITION NOT AUTHORIZED.

c. Database records maintained at individual
facilities and transferred to the central database at
BUPERS (PERS 63).

Delete when no longer needed for local reference
when records have been transferred to the central
database at BUPERS (PERS 63) and verified.

d, AU versions of documentation for database
records maintained at individual facilities.

Delete when superseded and no longer needed for

reference purpose,

3. ALCOHOL ABUSE CONTROL FOR MILITARY
PERSONNEL, JNCLUDING MARINE CORPS TABLES
OF ORGANIZATION.

a. Master Case Files at BUPERS.

Destroy when 2 years old,

b. All Other Files.

Destroy when 1 year old or superseded, whichever is
earlier.

4. BUPERS RECORDS OF SCREENING BOARDS.

Destroy when 3 years old.

SSIC 5354

EOUAL OPPORTUNITY RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
of activities and offices relating to equal opportunity in
Navy programs.

Destroy when 2 years old.

2. REPORTS, COMPLAINTS, AND
INVESTIGATIONS. Records of formal equal
opportunity, discrimination, and sexual harassment
complaints involving DON personnel. These reports may
be submitted by an individual, a command, or by any
division of the DON for reply or action as required.

Retire to nearest FRC upon final resolution of the
case or incident, destroy 3 years after retirement.

3. SEMI-ANNUAL OFF-BASE HOUSING REFERRAL
REPORT. Reports submitted by every command with a
housing referral office under its jurisdiction.

a. Navy Summarv ReDort.

Retire to FRC when no longer needed. Destroy when
20 years old.

b. All Other ReDorts.

Destroy when 3 years old.

4. QUARTERLY NAVY-WIDE DEMOGRAPIIIC
DATA. Statistics issued quarterly to display (by ethnic
code and by sex) end strength percentages of officers by
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designator, end strength percentages of officers by
designator, end strength percentages of enlisted personnel
by rating, retentionh-enlistment, and administrative
discharges.

a. In House.

Destroy when 30 years old or no longer needed for
reference, whichever is earlier.

b. Fleet Activities.

Destroy when 2 years old.

5. QUARTERLY (OR AS REQUESTED)
AFFIRMATIVE ACTION PLAN (AAP)
IMPLEMENTATION STATUS REPORTS FROM 2ND
ECHELON COMMANDERS. These reports describe
milestone attainments as directed in the Navy AAP, and
are utilized in the Annual CNO Equal Opportunity Brief.

Destroy when 2 years old.

~

DRUG ABUSE CONTROL RECORDS

1. DOCUMENTATION OF DETECTION OF DRUG
ABUSE BY MILITARY PERSONNEL, INCLUDING
MARINE CORPS TABLES OF ORGANIZATION.
SOME EXCEPTIONS TO DISPOSAL STANDARDS
ARE NECESSARY. REGARDLESS OF
AUTHORIZATION HEREIN, RECORDS DIRECTLY
RELATING TO MATTERS LISTED BELOW WILL
NOT BE DESTROYED UNTIL CLEARANCE OR
SETTLEMENT OF THE CASE:

- Incomplete investigation,
- Incomplete NJP, Court Martial and other

disciplinary action, inchsdmg appeals procedure, or
- Incomplete medical boards or administrative

actions.

a. Fleet and Shore Activities.

Urinalysis Collection Documentation. Urinalysis
ledger, any copies of Urine Sample Custody Document
(OPNAV 5350/2), and any computer diskettes containing
urinalysis collection information.

Transfer to National Personnel Records (NPRC)
Military Personnel Records (MPR), 9700 Page Blvd.,
St. Louis, MO 63132 when 2 years old. NPRC
destroy when 75 years old.

b. Navy Drua Laboratories.

Urinalysis Analysis Documentation.

Retain on board for 5 years. Transfer to NPRC.
Destroy when 75 years old.

(I) Negative results.

Destroy when 3 years old.

(2) Positive results.

Destroy when members separated from the service or
when 10 years old whichever is sooner.

2. DRUG ABUSE CASE FILES FOR LEVEL I AND 11
TREATMENT AT AFLOAT AND ASHORE
COUNSELING AND ASSISTANCE CENTERS.
Individual records of outpatient evaluation, therapy, and
other care for drug abuse/dependency performed by
Counseling and Assistance Centers. Records consist of
standard, Federal, and DOD forms approved for use in
the program by the Chief of Naval Personnel.

Retire to nearest FRC when 2 years old. Destroy
when 7 years old.

3, DRUG ABUSE CASE FILES FOR LEVEL 111
TREATMENT AT NAVAL ALCOHOL
REHAB1LITATION CENTERS. Individual records of
multidisciplinary residential therapy for DOD military
personnel, dependents, and retired personnel conducted
at Naval Alcohol Rehabilitation Centers (NARC).
Records consist of standard, Federal, and DOD forms
approved for program use by the Chief of Naval
Personnel as well as recommendations for after care.

Retire to nearest FRC when 3 years old. Destroy
when 10 years old.

SSIC 5357

CAREER MOTIVATION RECORDS

Delete this SSIC.

Refer to SSIC 1040.

SSIC 5360

DEATH AND FUNERAL RECORDS

1. DECEDENT AFFAIRS PROGRAM RECORDS.
Death record jackets accumulated and filed by fiscal year
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at Bureau of Medicine and Surgery (BUMED); CNO area
coordhators; and at naval medical treatment facilities.
Records consist of individual case files, reports, forms,
correspondence, and related records pertaining to
persons for whom DON is responsible.

Cut off annually. Retire to NPRC (MPR) when 4
years old. Disposition not authorized.

2. ELECTRONIC DEATH AND FUNERAL
RECORDS. Electronic records containing information
about deceased individuals maintained by the OffIce of
Mortuary Affairs in BUMED, the NavaI Medical
Information Management Center, BUPERS (PERS 66),
the Marine Corps Casualty Office, and other activities
that maintain databases of Navy and/or Marine Corps-
wide records of deaths.

a. Electronic Records.

Permanent. On an annual basis transfer copies of all
records that are 5 years or older to NARA.

procedures, 1 year after obsolescence of the
procedure, or on discontinuance of the office,
whichever is earlier.

SSJC 5380

SERVICES RECORDS

1. RECORDS OF MORALE, WELFARE, AND
RECREATION CLUBS, ASSOCIATIONS, AND
FACILITIES AND OTHER PERSONNEL SERVICE
ACTIVITIES FINANCED FROM NON-
APPROPRIATED FUNDS.

a. General Records of Morale. Welfare. and
Recreation Facilities and Other Personnel Servicq
Activities, Boards, and Councils Operatimz with Non-
auv romiated Funds. Records include correspondence;
minutes of meetings; inspection reports and other general
operating reports; by-laws, charters, or constitutions; and
other related papers.

(1) By-laws, charters, and constitutions.
b. Documentation for electronic records.

Destroy 3 years after supersession or cancellation.
Permanent. On an annual basis transfer
documentation for the records in 2a (above) to
NARA.

NOTE: All transfers of data and documentation will be
done in accordance with 36 CFR 1228.

SSIC 5370

STANDARDS OF CONDUCT RECORDS

1. STANDARDS OF CONDUCT. Documents relating
to procedures to assure that aU personnel fully
understand the standards of conduct and ethks. For
example, procedures requiring each individual to
periodically read applicable dhctives and receiving
training in this subject area and documentation of
compliance with these requirements.

Wstroy after the next periodic application of the
procedures, 1 year after obsolescence of the
procedure, or on discontinuance of the of!lce,
whichever is earIier.

SSIC 5371

STANDARDS OF CONDUCT RELATING TO
PROCUREMENT RECORDS

(2) All Other Navy Records.

Destroy when 3 years old.

(3) Marine Corps Activities.

Apply SSIC 1746, para. 1.

b. Income Tax Whhholdin~ Records.

(1) Exemption certificates.

Destroy 4 years after supersession or 4 years after
the close of tbe calendar year in which individual leaves
activity’s employment, whichever is earlier.

(2) Statements for personnel and reports of
federal taxes withheld.

Destroy when 10 years old.

c. Civilian EmDlovee Personnel Records of Non-
aDDrorwiated Fund Activities.

(1) Employee’s oflicial personnel file.

Retire records under SSIC 4066, para.2a of this
instruction.

Destroy after the next periodic application of the
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d. @her civilian Erndove e Record$. (Records not
covered in SSIC 5380, para. lc.)

Destroy when purpose is served.

e. Financial Accounting Records.
para. 1.)

Apply SSIC 7010, para. 1.

(See SSIC 7010,

2. PERSONAL AFFAIRS AND SERVICES RECORDS
FOR MILITARY PERSONNEL.

Apply SSIC 1700-1799.

3. EMPLOYEE RELATIONS AND SERVICES
RECORDS FOR CIVILIAN PERSONNEL.

Apply SSIC 12700-12799.

4. FUND RAISING CAMPAIGN RECORDS.
Correspondence, records of receipts, and related records
and informational material used in conducting and
controlling campaigns for the collection of monies for
fund-raising drives of charitable, health, welfare and
other similar community or naval organizations.

Destroy when 1 year old, or upon completion of next
equivalent campaign, whichever is earlier.

SSIC 5381

BANKING FACILITIES AND CREDIT UNIONS
RECORDS

Apply appropriate sub-items from SSICS 1700 and 5380.

SSIC 5400-5499

ORGANIZATION, FUNCTIONS, AND STATUS
RECORDS

SSIC 5400

GENERAL ORGANIZATION, FUNCTIONS. AND
STATUS RECORDS

1. ORGANIZATIONAL AND FUNCTIONAL
CHARTS, MANUALS, OR OTHER RECORDS
DEPICTING THE INTERNAL ORGANIZATION,
RELATIONSHIPS, FUNCTIONS, AND STATUS OF
NAVAL ACTIVITIES AND OFFICES AND CHANGES.

a, Executive Dart of the DON (includes offices of
the SECNAV. CNO, CMC. CHNAVPERS and Chief

BUMED. One official copy of each document originated
or approved.

Permanent. Retire with activity’s permanent
correspondence files.

b. Echelon 2 Shore Commands and ODerating
-s. One copy of each document originated within the
command headquarters.

Permanent. Retire with activity’s permanent
correspondence files.

c. Other Activities and OftIces. One copy of each
document originated within the activity or office.

File one copy of each with activity’s general
correspondence (program) files. Dispose of with
correspondence files in accordance with appropriate
functional subject series throughout this manual.

d. Conies Filed as SUDDortims Documents to Other
Records.

Destroy with related records.

e. Other CoDies.

Destroy when superseded or no longer needed for
reference.

2. ORGANIZATION, FUNCTIONS, AND STATUS
REFERENCE FILES. Copies of records documenting
the history of the organization, its primary functions,
procedures, essential transactions, and other policy
matters. These are maintained for reference. (See SSIC
5750 for permanent history records.)

Destroy when no longer needed for reference or
activity is disestablished.

SSIC 5401

ORGANIZATIONAL CONCEPTS AND PRINCIPLES
RECORDS

1. INSTRUCTIONS, ORDERS, AND CORRESPON-
DENCE. Files that establish concepts and principles for
and document delegation of authority and succession of
command chains established within the DON.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA in 5-year blocks when 20 years
old.
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SSIC 5402

DELEGATION/SUCCESSION OF AUTHORITY
RECORDS

1. INSTRUCTIONS, ORDERS, AND
CORRESPONDENCE. Files that establish concepts and
principles for and document delegation of authority and
succession of command chains established within the
DON.

a. Those documents which delegate command
resr)onsibilities to subordinate staffs or naval
commanders for action and control.

Destroy when 4 years old.

b. Those documents which establish the chain of
succession at all levels.

(1) OftIces of the SECNAV, CNO, CMC,
CHNAVPERS, Commanders of Echelon 2 Shore
Commands, and Operating Forces.

Permanent. Retire to appropriate FRC when 4 years
old. Transfer to NARA in 5-year blocks when 20
years old.

(2) Other activities and oftices.

(a) One copy.

File one copy of each with activity’s general
correspondence program files. Dispose of with
correspondence files.

SSIC 5410

DEPARTMENT OF DEFENSE AND INTERSERVICE
RECORDS

1. REFERENCE FILES APPLICABLE TO NAVY,
DOD, OTHER SERVICES, AND COULD INCLUDE
CIVILIAN AGENCIES OF THE FEDERAL
GOVERNMENT. Examples may include, but are not
limited to: Federal Executive Boards, emergency
relocation plans, and administrative and logistic supports.

Destroy when superseded, cancelled, or no longer
needed for reference, whichever is earlier.

SSIC 5420

BOARDS. COMMITTEES. COUNCILS. AND GROUP
RECORDS

1. COMMI’lTEES SPONSORED OR ESTABLISHED
BY THE DON.

a. Federal Advisorv Committees. The Federal
Advisory Committee Act, P.L. 92-463, defines records as
the reports, transcripts, appendices, working papers,
drafts, studies, agenda, or other documents which were
made available to or prepared for or by each advisory
committee. Personnel documentation related to
membership on Federal Advisory Committees (e.g., DD
1555s, SF-SO and SF-52, and other personnel
appointment records) are not considered as records
subject to the provisions of the Federal Advisory
Committee Act. Each of these personnel appointment
records are subject to separate disposition guidance as
provided in this Manual.

Permanent. Subject to section 552, title 5, U.S.C.
(the Sunshine Act), or P.L. 92-463 requires that such
records be available for pubtic inspection and
copying at a single location in the agency to which
the advisory committee reports until the advisory
committee ceases to exist. Upon disestabtishment of
the committee, dispose of with the activity’s
permanent correspondence files. Transfer to NARA
in 5-year blocks when 20 years old.

b. Interagency, International. Operational, and
Joint DOD Committees. Offtcial files of such committees
should contain agenda, minutes, reports, and working
papers made available to, or prepared by or for, the
committee.

Apply appropriate disposition instruction for Primar
Program Files or General Correspondence F]les
relating to the specific subject matter involved.

c. Intra-Navv Committees. Ofiicial files of such
committees should contain agenda, minutes, reports and
working papers tnade available to, or prepared by or for
the committee.

Apply appropriate disposition instruction for Primary
Program Files or General Correspondence Files
relating to the specific subject matter involved.

2. PARTICIPATION OF DON MEMBERS ON
COMMITTEES NOT SPONSORED OR ESTABLISHED
BY THE DON. Ofticial tiles of such committee
participation should include a copy of the charter or
precept and document which designates the DON
member(s), information wldch clearly intlcates why
representation is necessary, and complete information
concerning Navy participation in such committees.
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Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

SSIC 5440

OPERATING FORCES RECORDS

1, OFFICIAL RECORDS. Files, data of Navy and
USMC operating forces. Chronologies, synopses and

pertinent directives regarding routine peacetime
operations as well as periods of conflict.

Apply SSIC 3503.

STATUS OF VESSELS RECORDS

Apply SSIC 3503.

STATUS OF AIRCRAIW RECORDS

1. RECORDS PREPARED UNDER THE AIRCRAFT
ACCOUNTING SYSTEM (CURRENT VERSION OF
OPNAVINST 5442.2).

a. Couiea of Aircraft Custodv/Status Change
ReDort (OPNAV 5442-1 (MIN: Considered~.

Destroy when 6 months old.

b. CoDies of Aircraft Accounting Audit ReDort
~OPNAV 5442-6 (MIN: Considered)).

Destroy when 6 months old.

1. ORGANIZATIONAL AND FUNCTIONAL
CHARTS, MANUALS, OR OTHER RECORDS.
Records depicting the internal organization, relation-
ships, functions, and status of naval activities and offices
and changes.

Destroy when superseded, cancelled, or no longer
needed for reference, whichever is earlier.

2. ORGANIZATIONAL BACKGROUND. Records of
management of shore activities connected with reviewing
for establishment or disestablisbment of shore activities,
or modification, includhg modification of manpower
levels, both military and civilian.

Destroy when no longer needed for reference.

3. INSPECTION AND AUDIT REPORTS OR
REVIEWS OF COMMANDS AND ACTIVITIES BASED
ASIiORE.

Destroy when no longer needed for reference.

4. INDOCTRINATION AND DEBRIEFING/
TERMINATION STATEMENTS FROM NAVY
COMBINED SERVICES SUPPORT PROGRAM (CSSP).

Transfer annually to the Department of tbe Air Force

(Program Executive Agent).

SSIC 5451

AVIATION SHORE ESTABLISHMENT RECORDS

1. ORGANIZATIONAL AND FUNCTIONAL
CHARTS, MANUALS OR OTHER RECORDS
DEPICTING THE INTERNAL ORGANIZATION,
RELATIONSHIPS, FUNCTIONS AND STATUS OF
NAVAL ACTIVITIES AND OFFICES, AND CHANGES.

c. CoDies of Aircraft Record “A” (OPNAV 5442/9).
Apply appropriate sub-item from SSIC 5400.

Destroy 1 year after aircraft is transferred from unit
custody or is stricken from tbe list of naval aircraft.

Ssmm

SHORE ESTABLISHMENT RECORDS

REFERENCE FILES CONCERNING MANAGEMENT
MATTERS OF COMMANDS AND ACTIVITIES
UNDER THE COMMAND OF THE CNO AND OTHER
COMPONENTS OF THE EXECUTIVE PART OF THE
DEPARTMENT OF THE NAVY (SEE ALSO SSIC 5400,
PARA. 1A.)

SSIC 5452

AIR TRAINING COMMANDS RECORDS

1. ORGANIZATIONAL AND FUNCTIONAL
CIfARTS, MANUALS, OR OTHER RECORDS
DEPICTING THE INTERNAL ORGANIZATION,
RELATIONSHIPS, FUNCTIONS, AND STATUS OF
NAVAL ACTIVITIES AND OFFICES AND CHANGES.
(See atso SSIC 5400, para. lC and 2.)

Destroy when superseded, cancelled, or no longer
needed for reference, whichever is earlier.
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SECURITY RECORDS

SSIC 5500

GENERAL SECURITY RECORDS

THESE RECORDS PERTAIN TO SECURITY AND
RELATED MA’ITERS AND ARE ACCUMULATED
THROUGHOUT THE DON.

1. PRIMARY PROGRAM RECORDS. Files, reports,
and other records of OPNAV (Ofllce of the Special
AssMant for Investigative Matters and Security (N09N))
and OffIces of Assistant SECNAV documenting their
responsibilities for the development, execution, and
direction of plans, policies, programs, and procedures for
security matters, including information, personnel,
facilities, and industrial security.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. SECURITY OFFICES GENERAL
CORRESPONDENCE FILES. Records of activities and
off]ces relating to the operation and administration of
their security functions, inchdng the security of physical
plans and personnel protection, security investigations,
Safeguarding of classified and unclassified matter, and
providing of proper authorisation for the movements of
military and civifian personnel, other than material of a
continuing controversial nature and poficy making
criteria. (Exclude primary program records covered in
SSIC 5500, para. 1.)

Destroy when 2 years old.

3. ACTIVITIES SECURITY GUARD FORCE
RECORDS. Correspondence and related records
pertaining to the employment of Marine Corps security
guard forces at activities of the naval shore
estahlishments, including records refating to strength and
distribution assignments and requirements.

a. Ledger Records.

Destroy when 3 years old.

b. Reauests. Analyses. Reoorts, Change Noticesi
and Other PaDers Relating to Post Assimments and
Strength Reauirements.

Destroy when 2 years old.

4. DUTY OFFICER LOGS OR OFFICER-OF-THE-
DAY LOGS. Entrance and exit logs and building guard
and other guard books or records. (Exclude medkal and
dental officer-of-the-day logs covered in SSIC 6010,
para.1.)

a. Marine Corm Sergeant of the Guard ReDort
m.

5.

6.

Destroy 1 year after last entry.

b. All Other Lore, Books. or Records.

Destroy when 2 years old or 2 years after last entry,
whichever is later.

DUTY OFFICER NIGIIT ORDER BOOKS.

Destroy 2 years after book is filled.

MILITARY SECURITY SURVEY AND
INSPECTION RECORDS.

Retire records under SSIC S522.

7. SECURITY VIOLATION REPORTS AND
RELATED RECORDS OF ALLEGED SECURITY
VIOLATIONS. (Exclude reports suPPortinti continuing
cases or felonies, papers placed in OPF, and records
covered in SSIC 5500, para. 8.)

Destroy 2 years after completion of final corrective
or disciplinary action.

8. MISSING, LOST, STOLEN, OR RECOVERED
GOVERNMENT PROPERTY (MSLR). An operational
system which provides the CNO and Naval Criminal
Investigative Service (NCIS) with information concerning
firearms, explosives, ammunition, and property which
has been reported missing, lost, stolen, or recovered in
the Navy.

Retain updated master file until no longer required
then destroy.

Ss[c 5510

INFORMATION SECURITY RECORDS

1. RECORDS REQUIRED BY TILE DON
INFORMATION SECURITY PROGRAM
REGULATION (OPNAWNST S51O.1 CURRENT
VERSION).

Destroy when 2 years old.
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CLASSIFIED MATERIAL CONTROL RECORDS

1. CLASSIFIED DOCUMENT RECEI~ RECORDS.
Records of receipt, transfer, or issuance of classified
documents.

Destroy when 2 years old.

2. RECORDS RELATING TO DISCLOSURE
RECEIPT OF TOP SECRET INFORMATION.
Registers maintained at control points to indicate
accountability over top secret documents reflecting the
receipt, dispatch, or destruction of the documents.

Destroy 5 years after documents shown on the form
are downgraded, transferred, or destroyed.

3. RECORDS RELATING TO THE DESTRUCTION
OF CLASSIFIED DOCUMENTS, SUCH AS
DESTRUCTION CERTIFICATES.

Destroy when 2 years old.

4. LOGS, REGISTERS, LEDGERS, OR OTHER
SIMILAR RECORDS USED AS INVENTORY OR
CONTROL RECORDS OF CLASSIFIED
DOCUMENTS.

Destroy when 2 years old.

5. RECORDS RELATING TO CONTROL OF CMS
MATERIAL.

Apply SSIC 5219, para. 3b(l).

SSIC 5512

IDENT1F1CATION (CREDENTIALS, TAGS, PASSES,
AND PERMITS) RECORDS

THESE RECORDS RELATE TO AN INDIVIDUAL’S
ACCREDITATION OR IDENTIFICATION AND TO
THE ISSUANCE OF IDENTIFICATION CARDS,
PERMITS, BADGES, AND PASSES.

1. RECORDS RELATING TO APPLICATIONS FOR
AND ISSUANCE OF PERMANENT IDENTIFICATION
BADGES, CARDS, AND PASSES.

a, Badges and Passes.

Destroy 3 months after return to issuing oftlce.

2.
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b. Records of Issuance.

Destroy 6 months after new accountability system is
established or 1 year after final disposition of each
issuance record is entered in retention log or similar
record, whichever is earlier.

RECORDS AND CORRESPONDENCE RELATING
TO APPLICATIONS FOR AND ISSUANCE OF
TEMPORARY PERSONNEL BADGES, CARDS, AND
PASSES.

a. Records of Admission to Special (Maximum
Security) Areas.

Destroy when no longer needed.

b. All Other Records.

Destroy 1 year after surrender of badge, card, or
pass.

3. CARDS OR SIMILAR RECORDS USED TO
VERIFY IDENTITY OF NEW EMPLOYEES AND
REQUESTS OR ORDERS FOR BADGES OR PASSES.

Destroy when verification is accomplished or badge
or pass has been prepared and detivered.

4. EMPLOYEE PICTURE AND FINGERPRINT FILES
USED FOR IDENTIFICATION PURPOSES.

Destroy 1 year after separation of employee.

5. MILITARY DEPENDENTS IDENTIFICATION
RECORDS.

a. Amlications for Identification Cards or Tags
and Related PaRers.

Destroy when 2 years old.

b. Identification Cards or TaQs.

Destroy when superseded or cancelled.

6. RECORDS RELATING TO VISITS AND TO
APPLICATIONS FOR AND ISSUANCE OF VISITORS
PASSES OR VEHICLE ENTRY PERMITS.

a. Records Relatint? to Admission to Maximum
Securitv Areas.

Destroy 5 years after final entry or 5 years after date
of document, whichever is later.
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b. All Other Vkit or Admission Records.

Destroy 2 years after final entry or 2 years after date
of document, wbicbever is later.

7. IDENTIFICATION RECORDS OF EMPLOYEES
OF PRIVATE FIRMS UNDER NAVY CONTRACT AND
OF CONTRACTOR AND OTHER EMPLOYEES
WORKING ABOARD THE NAVAL ACTMTY.

a. Reizisters or Loizs Used to Record Names of
Outside Contractors Admitted to Maximum Security
~.

Destroy 5 years after final entry or 5 years after date
of document, whichever is later.

b. All Other Registers or LOES.

Destroy 2 years after final entry or 2 years after date
of document, whichever is later.

8. PROPERTY PASSES. Personal and public property
passes and property pass books.

a. Personal ProDertv Passes Authorkk the
Removal of ProDertv or Material.

Destroy 3 months after expiration.

b. Government or Public ProDertv Passes.

Destroy when property is returned or inventoried.

9. APPLICATIONS FOR EXCHANGE PERMITS.

Destroy 2 years after application is cancelled.

10. PERSONNEL EFFECTS TAGS. Identification tags
for effects stored. (Exclude copy filed in patient’s cLinical
record when used as a signed receipt for clothing
returned to a hospital patient upon discharge.)

Destroy when effects have been returned to
individual or otherwise inventoried.

11. BAGGAGE TAGS AND HOLD BAGGAGE TAGS.

Destroy after delivery of baggage to destination.

12. BAGGAGE RECORD CARDS.

Destroy when 6 months old.

13. EMERGENCY MEDICAL TAGS. Medical

identification tags.

Destroy when 6 months old.

14. RECORDS RELATING TO ACCOUNTABILITY
FOR PROPERTY LOST OR STOLEN. Files such as
building guards’ records of lost and found property.

a, Loss Statements, ReceirXs. ReDorts. and Other
similar Records Retatim? to Lost and Found Ardch?s.

Destroy when 1 year old.

b. Ledger Records Reflectimz Accountability.

Destroy when 3 years old.

15. MOTOR VEHICLE OPERATORS’ PERMITS.
Operating permits, such as U.S. Government Operator’s
Permit and Motor Vehicle Operator’s Permit.

Destroy 3 months after expiration or renewal of
permit. (GRS 11.4a)

16. BOAT REGISTRY RECORDS. Records of permits
or ticenses granted civilians for navigation in waters
under the jurisdiction of a station or command.

Destroy 6 months after permit lapses.

17. NAVAL CRIMINAL INVESTIGATIVE SERVICE
(NCIS) INVESTIGATOR BADGE, credential m
PROTECTIVE SERVICE PIN CONTROLS RECORDS.
Information showing the issue and control of badges,
credentials and pins naming NCIS civilian and military
personnel. Included are receipts, log books, los!drecovery
reports, inventories, inspections, destruction lists and
related documents. @J1-~-9t3-2, pendW *NO~:
Electronic version of records created by electronic mail
and word-processing applications may be deleted when
file copy is generated or when no longer needed for
reference or updating.

a. Logbooks (DaDer or electronic):

(1) At Field Oftlces:

Destroy (delete entry) after 5 years.

(2) At NCISHQ:

Retain on board. Destroy 75 years after last entry.
Paper copy records that have been converted to
electronic records:
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(a) Paper Copy: Destroy upon verification
that the record copy information has been fully and
accurately converted to electronic format.

(b) Electronic record: Delete entry when 75
years old.

b. ReceiDts and credentials bv r)ersons to whom
badges, credential and or Dins are issued uDon their:
(*See above)

(1) Departure: Destroy 90 days after final
surrender of credentials.

(2) Retirement: Credentials of persons meeting
NCIS criteria may be given to agent upon request after
annotated “RETIRED” and encased (at individual’s
expense).

c. Other recei@s. inventories. ins~ections. etc: (*See
above)

Destroy after next inventory or inspection if all items
are accounted for.

SSIC 5513

DON SECURITY CLASSIFICATION GUIDANCE
RECORDS

1. GENERAL CORRESPONDENCE FILES
PERTAINING TO THE ADMINISTRATION OF
SECURITY CLASSIFICATIONS.

Destroy when 2 years old.

2. CLASSIFICATION GUIDELINES ISSUED BY CNO
(N09N2). Files consist of directives issued to establish
DON security classification guidance, changes and
supporting correspondence for each guide. OU-NU-97-3)

a. Record CoDY.

Permanent. Apply SSIC 5215, paragraph 1a.

b. All coDies and sumortimz correspondence.

Destroy when cancelled, superseded, or no longer
needed for current operations.

CENSORSHIP RECORDS

1. MANUALS, DIRECTIVES, PLANS, REPORTS,
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AND CORRESPONDENCE. Files reflecting policies and
procedures developed in the administration of censorship.

Destroy when superseded, obsolete, or no longer
needed for reference or information in connection
with activity’s mission, whichever is earlier.

PERSONNEL SECURITY RECORDS

Apply SSIC 5500, paras. 1 and 2.

SSIC 5521

NAME CHECK AND PERSONNEL CLEARANCES
RECORDS

1. SECURITY CLEARANCE/ACCESS
INFORMATION (CASE) FILES. Includes information
concerning requests for investigations, clearance and
access; records of investigations, clearance and access;
reports of disqualifying/derogatory information; records
of clearance of individual personnel to critical-sensitive,
noncritical-sensitive, and non-sensitive positions as well as
accreditation of personnel for access to classified
information requiring special access authorisation (e.g.,
SIOP-ESI, SCI, NATO, etc.); associated briefing and
debriefing statements; and other related records
supporting the Personnel Security Program. (This
description does not include completed investigation case
files, counterintelligence cases files, or clearance and
access information filed in the official personnel folder.)
(N1-NU-97-1)

a. Case Files.

Destroy when employ eelservice member is separated
or departs the command, except for:

b. Access determinations not recorded in official
personnel folder.

Destroy 2 years after person departs command.

2. PERSONNEL SECURITY CLEARANCE
SUSPENSE OR STATUS FILES. Cards, tists, or extra
copies of clearance requests accumulated by security
oftlces or units or by other activities as a suspense or
control record of tbe status of personnel security
clearances or as a record of clearance status of
indkiduals on board.

a. Case Files.

Destroy upon transfer or separation of employee.
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b. Lists or Rosters,

Destroy when superseded or obsolete.

3. CLASSIFIED INFORMATION NONDISCLOSURE
AGREEMENTS. Copies of nondisclosure agreements,
such as SF 312, Classified Information Nondkclosure
Agreement, and DD 1847-1, SCI Nondisclosure
Agreement, and their predecessor forms signed by
civilian, contractor, and military personnel with access to
information that is classified under standards put forth
by Executive Orders governing securit y classification.
Tbeae forms should be maintained separately from
civilian personnel security clearance files. Agreements
from civilian employees working for elements of the
intelligence community must be maintained separately
from the oftlcial personnel folder. For all other persons,
these forms may be filed in the individual’s off~cial
military personnel folder (for uniformed military
personnel) or on the right side of the official personnel
folder (for civilian employees). (h’1-NU-97-1)

a, If maintained seoaratelv from the individual’s
oflicial Dersonnel folder.

(NCIS) pERSONNEL SECURITY lNVESTIGATWE
CASE FILES. Files include personnel security data on
members of tbe Armed Forces, DOD civilian, contractor,
nonappropriated fund employees, USO personnel, Red
Cross volunteers and staff, and U.S. Coast Guard
military and selected civilian personnel under the Defense
Industrial and Personnel Security Programs. For
criminal and counterintelligence investigative and
operational records previously under this S!SIC, see
SSICS 3850 ~nd 5s80 respectively. (N1-NU-98-2,
pending) ●NOTE: Electronic version of records created
by electronic mail and word-processing applications may
be deleted when file copy is generated or when no longer
needed for reference or updating,

a. Routine Investigations. lWes relating to personnel
security investigations of a favorable nature on persons
who are considered for affdiation with DOD and other
investigations of a minor nature impacting on the
suitability of a person to possess a security clearance.
Files include personnel security information on persons
who are considered for affdiation with DOD. (*See
above)

(1) Case files.
Destroy when 70 years old.

b. If maintained in the individual’s official oersonnel
~r.

Cut off at case closure. Retire to NCIS Records
Management Division. If space is not available,
retire to WNRC. Destroy 15 years after the date of
last action, except:

Apply the disposition for the oftlcial personnel folder.
(2) When affiliation with DOD is not completed.

SSIC 5522

INSPECTIONS RECORDS

1. MILITARY SECURITY SURVEY AND
INSPECTION PROGRAM RECORDS. Survey and
reinspection reports conducted to insure adequacy of
protective and preventive measures taken against hazards
of fire, explosion, and accidents and to safeguard
information and facilities against sabotage and
unauthorized entry. Include correspondence and papers
relating to military security and training of security
personnel. (Exclude primary program records covered in
SSIC 5500, para. 1.)

Destroy when 3 years old or upon discontinuance of
facility, whichever is earlier.

Destroy after 1 year if affiliation is not completed.

(3) Other copies.

Destroy 1 year after closure or when no longer
needed, whichever is earlier.

b. Significant Incidents or Adverse Actions. Files
relating to personnel securit y investigations resulting in
an adverse personnel action, court-martial or other
investigation required for long term administrative or
legal use. (*See above)

(1) Case Files.

Cut off at case closure. Retire to NCIS Record
Management Division. If space is not available,
retire to WNRC. Destroy 25 years after the date of
last action.

INVESTIGATIONS RECORDS
(2) Other copies.

1. NAVAL CRIMINAL INVESTIGATIVE SERVICE
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Destroy 1 year after case closure or when no longer
needed, whichever is earlier.

\
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1. GENERAL CORRESPONDENCE FILES. Files
pertaining to security education. (See SSIC 2200 for
policy files.)

2. CIVIL DISTURBANCE. Use SSIC s580, para. 7.
Destroy when 2 years old.

3. NCIS INVESTIGATIONS OF SPECIAL
ACTMTIES. ●NOTE: Electronic version of records
created by electronic mail and word-processing
applications may be deleted when file copy is generated
or when no longer needed for reference or updating.

a. Aszent Asmlications for Positions with NCI$.
Information concerning DODaflMiated and non-DOD-
affifiated applicants. (*See above)

(1) Applicants not hired by NCIS.

(a) D(MLaftil.iated.

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when 5 years old.

(b) Non-DOD-affiliated.

Destroy when 90 days old.

(2) Applicants who are accepted.

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy 10 years after
release, separation, transfer, retirement or
resignation.

b. Internal Personnel Inauiries. Case files relating
to inquirieslinvestigationsregarding NCIS personnel to
include Special Agents and key military and civilian
personnel. (*See above)

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy 25 years after the
date of the last action or 10 years after termination
of employment, whichever is later.

c. Limited Inauiriq. Limited inquiries used to
determine suitability of military and non-special Agent
civilian personnel for duty with NCIS. (*See above)

Cut off at inquiry closure. Retire to NCIS Records
Management Division. If space is not available,
retire to WNRC. Destroy after 15 years.

SSIC 5528

SECURITY EDUCATION RECORDS

SSIC 5529

CLEARANCE AD.KJDICATIONS RECORDS

DEPARTMENT OF THE NAVY (DON) CENTRAL
ADJUDICATION FACILITY CREATED CASE FILES
THAT INCLUDE PERSONNEL SECURITY
CLEARANCE AND ACCESS DATA ON MEMBERS OF
THE DON, DOD CIVILIANS, CIVILIAN
CONSULTANTS, NONAPPROPRIATED FUND
EMPLOYEES, USO PERSONNEL, RED CROSS
VOLUNTEERS AND STAFF, AND U.S. COAST
GUARD MILITARY AND SELECTED CIVILIAN
PERSONNEL UNDER THE DEFENSE INDUSTRIAL
AND PERSONNEL SECURITY PROGRAMS. (Nl-NU-
97-2)

1. ROUTINE ADJUDICATION ACTIONS. Files
relating to security clearance adjudicative actions of a
generaUy favorable nature on persons requiring access to
classified information. F!les may include information of
minor adverse action reports that result in a favorable
a~udicative action. Also included are polygraph
examination results and other adjudication
documentation used in arriving at security clearance and
access determinations.

a. Case files.

Cut off at case closure. Retire to NCIS Records
Management Division. If space is not available,
retire to WNRC. Destroy 15 year after the date of
last action except:

b. When affdiation with DOD is not comuleted.

Destroy when 1 year old.

c. Other cooies.

Destroy 1 year after closure or when no longer
needed, whichever is later.

2. SIGNIFICANT INCIDENTS OR ADVERSE
ACTIONS. Files containing significant adverse action
reports or relating to personnel security clearance
adjudicative decisions of a significant or potentially
disqualifying nature and subsequent adjudicative and
access determinations and associated information such as
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polygraph examination results. Also included is
information from Defense Hearings and Appeals (DOIIA)
proceedings.

a. Case Files,

Cut off at case closure, Retire to NCIS Records
Management Division. If space is not available,
retire to WNRC. Destroy 25 years after the date of
tast action, except:

b. Files from (a) above that are mecedent setting or
have widespread public or Congressional interest.

Permanent. Transfer to NARA after 25 years.

(a) Paper records that have been converted to
microform:

~ Paper copy: Destroy upon verification that
record copy information has been fully and accurately
converted to microform.

~ Microform copy: NCIS will convert tile to
archival medium acceptable at the time of transfer.

(b) Paper copy and microform records that have
been converted to electronic/optical images:

~ Paper copy and microform images: Destroy
upon verification that the record copy information has
been fully and accurately converted to electronic/optical
images.

~ Electronic/optical images: NCIS will
convert file to archival medium acceptable at the time of
transfer.

c. Other coDies.

Destroy 1 year after case closure or when no longer
needed, whichever is later.

PIIYSICAL SECURITY RECORDS

1. RECORDS RELATING TO TIE ISSUANCE OF
AND ACCOUNTABILITY FOR KEYS.

Destroy 6 months after turn-in of key.

2. CARDS RECORDS, LISTS, FORMS, OR OTHER
RECORDS OF INDIVIDUALS KNOWING SAFE OR
PADLOCK COMBINATIONS AND OTHER SIMILAR
DATA USED TO CONTROL ACCESS TO CABINETS
OR OTHER CONTAINERS OF CLASSIFIED
MATERIAL.

Destroy 1 month after superseded or cancelled by
new form or new lists or by turn-in of container.

3. RECORDS RELATING TO ADMISSIONS TO
SECURITY AREAS.

a. Records Relating to Admissions to Sr)ecial
fMaximum Security) Areas.

Destroy 5 years after final entry or 5 years after date
of document, whichever is later.

b. Records and Authorizations Relating to
Admission to Classified Files and Other Securitv Areas.

Destroy 2 years after authorization expires.

INI)USTRIAL SECURITY RECORDS

THIS SERIES COVERS INDUSTRIAL SECURITY
RECORDS ACCUMULATED BY ALL NAVAL
ACTIVITIES AND OFFICES, EXCEIW FOR
PERMANENT RECORDS MAINTAINED AT THE
DEPARTMENTAL LEVEL BY THE NAVAL
FACILITIES ENGINEERING COMMAND
@AVFACENGCOM) (NAVY DEPARTMENT) AND
OFFICE OF THE ASN (M&RA), ADDITIONAL
SECURITY RECORDS, SUCH AS CENTRAL INDEX
FILES OF ALL INDUSTRIAL PERSONNEL AND
FACILITIES SECURITY CLEARANCES
MAINTAINED BY THE INDUSTRIAL SECURITY
BOARD OF THE DOD ARE PERMANENT RECORDS.

1. REQUESTS FOR PROPOSALS AND PROPOSED
OR BID INVITATIONS.

a. Contract.

File in contract file.
a. Manmum Security Areas.

b. No Contract.
Destroy 3 years after turn-in of key.

b. Other Areas.
Destroy 6 months after recovery or 6 months after
recovery or 6 months after date that disposition of
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classified matter has been accompfisbed.

2. SECURITY REQUIREMENTS CHECK LISTS.
Copies maintained by contracting oflices.

lWe in contract tile.

3. RECORDS OF DESTRUCTION. Records such as
classified matter destruction reports or declaxification of
classified records furnished private individuals or
facilities. (See also SSIC 5511.)

Destroy when 2 years old,

4. REPORTS OF SURVEYS OF SUBCONTRACTORS,
LOCATED IN OTHER AREAS, PREPARED UPON
REQUEST OF LOCAL CONTRACTORS,

File in contract tile.

SSIC 5532

FACILITIES SECURITY RECORDS

1. CENTRAL INDEX FILE (CIF) CARDS. Facility
records of industrial facilities security clearances.
(Duplicated in retained central index file of the Industrial
Security Board, DOD.)

Destroy 6 months atler superseded or termination of
facility.

2. CARD RECORDS OF FACILITY CLEARANCE
STATUS. Files indicating security clearance required for
access to the facitity.

Retain on board. Destroy upon disestablishment of
the activity.

3. FACILITY CLEARANCE STATUS REPORTS
(LISTS) OF SUBCONTRACTORS. These are furnished
to prime contractors upon request.

administratively terminated in accordance with para. 2-
110.0 of the Armed Forces Industrial Security
Regulations (AFISR) or withdrawn or revoked in
accordance with para. 2-111 of AFISR. (See SSIC 5532,
para. 4b for special handting of letters of consent.)

Destroy 3 years after clearance is terminated,
withdrawn or revoked.

b. Letters of Consent.

(1) When letters of consent cover interim
clearances.

Destroy when final clearance is issued,

(2) In case of death or termination of
employment or security clearance. (See afso SSIC 5521,
para. 2.)

Remove letter of consent from the case file and
destroy immediately after the CIF card has been
forwarded to the CIF.

5. INDUSTRIAL DEFENSE SURVEY RECORDS.
Industrial defense surveys and check lists and other
survey and resurvey reports and related correspondence
and other papers concerning the DOD Industrial Security
Program for physical protection of and national facilities
assigned to the cognizance of the Navy and national and
departmental reserve plants under Navy security
cognizance. (Exclude primary program records
maintained by the ASN (M&RA) and the
NAVFACENGCOM. Master files are retained by the
Assistant Secretary of Defense.)

Destroy 2 years after superseded or 1 year after
facility has been deleted from key facility list,
whichever is earlier.

6. INDUSTRIAL SECURITY INSPECTION
CHECKLIST FOR CONTRACTORS’ FACILITIES.
Form is completed by DON, Army, and Air Force for
facilities under their cognizance and tbe cognizant
security oftice maintains official permanent files.

Destroy when 6 months old.
Destroy when superseded.

4. FACILITY CLEARANCE CASE FILES. Records of
facilities having security clearances, consisting of copies
of facility security clearance surveys, security
agreements, letters of consent, letters of notification of
facility security clearance, and other similar and related
papers.

7. VISIT RECORDS. Visit request cards,
correspondence, and other papers.

Apply appropriate sub-item from SSIC 5512, para.
6.

a. Case Files. Files include security clearances
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COMMERCE AND TRAVEL RECORDS

1. SECURITY POLICY AND TRAVEL BUDGET
FILES.

a. Forms Involving an Investigation.

Destroy afier completion of investigation.

b. Other Files.
Destroy when 2 years old.

Destroy 1 day following the last entry on the form.
SSIC 5560

TRAFFIC CONTROL AND PARKING RECORDS

1. RECORDS RELATING TO APPLICATIONS FOR
AND ISSUANCE OF CAR PARKING PERMITS.

Destroy 3 months atler permit lapses or returned to
issuing office.

2. RECORDS RELATING TO APPLICATIONS FOR
ISSUANCE OF TEMPORARY VEHICULAR PASSES.

a. SDecial Security Areas.

Destroy 5 years after final entry.

b. All Other Cases.

Destroy 1 year after pass is surrendered.

3. RECORDS RELATING TO THE ISSUANCE OF
AUTOMOBILE PLATES.

Destroy 5 months after plates are returned.

Ss[c 5570

SAFEGUARDING UNCLASSIFIED MAITER
RECORDS

1. RECORD ACCESS FILES. Documents received or
prepared by an office that show name, grade, and other
identification of individuals authorized access to off]cial
records, particularly classified material. Included are
requests for access and the approvals, rosters of
individuals authorized access. and similar documents.

Destroy on supersesaion or obsolescence of the autho-
rization document or on transfer, separation, or
relief of the individual concerned, whichever is
earlier.

2. SECURITY CONTAINER RECORD FILES. k’OSTILS
placed on safes, cabinets, or vaults containing security
or classified documents and used as a record of entry into
the containers.

3. SECURITY CONTAINER INFORMATION FILES.
Up-to-date records of all oiXce safe and padlock
combinations, together with other information necessary
to identify and locate the safes or containers and the
individuals having knowledge of the combinations.

Destroy when superseded.

SSIC 5580

LAW ENFORCEMENT RECORDS (N1-NU-98-2,
pending) ●NOTE: Electronic version of records created
by electronic mail and word-processing applications may
be deleted when file copy is generated or when no longer
needed for reference or updating.

1. INCIDENT/COMPLAINT REPORTS (ICR). FIlea
created during maintenance of discipline, law and order
and include information such as arrest reports, receipts
for offenders, sobriety tests, patrol officer reports, sworn
statements, arrest and disposition reports, offense
reports, and other papers relating to incidents, arrest or
detention. This also includes records previously collected
under SSIC 1630, para. 3.

a. Orkinal of IM)N law enforcement reDorts
pertaining to cate~ories of investigations/rer)orts under
the jurisdiction of the Naval Criminal Investigative
Service (NCIS).

Transfer to Dir, NCIS. (For disposition, see SSIC
5580, para. 4c).

b. CoDies of SSIC 5580, gara. la and all other
rer)orts. (*See above)

Destroy when 2 years older or as otherwise indicated.

2. SECURITY DEPARTMENTS
OPERATIONAL/ADMINISTRATIVE RECORDS AND
REPORTS.

Destroy when 2 years old.

3. COMMAND MISSING, LOST, STOLEN OR
RECOVERED GOVERNMENT PROPERTY REPORTS.
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Destroy when 3 years old or as otherwise indicated.

4. NCIS CRIMINAL INVESTIGATIVE RECORDS.
Files relating to law enforcement information and
criminal investigative cases.

a. Criminal Investigative Reoorts, Investigative
reporta of matters of alleged violations of laws,
regulations, and directives in which NCIS has jurisdiction
and responsibility. This includes requests for and results
of polygraph and forensic laboratory examinations,
technical investigative techniques such as oral, wire and
electronic intercepts, copies of evidence custody
documents and other related material. Also included are
criminal investigations completed by USMC CID and
Grand Jury material. (“See above)

(1) Case files.

Cut off at case closure. Retire to NCIS Records
Management Division. If space is not available,
retire to WNRC. Destroy 25 years after the date of
case closure except:

(2) Controlled death investigations.

Destroy 75 years after date of case closure.

(3) Files (except Grand Jury material which is to
be destroyed at the time of transfer) from a(1) or (2)
determined to be of historical value based on widespread
public interest, notoriety of the individual(s) and or the
seriousness of the alleged offenses.

Transfer to NARA 25 years after date of last action.

(a) PaPer COPYrecords that have been
converted to microform:

~ Paper copy: Destroy upon verification
that the record copy information has been fully and
accurately converted to microform.

~ Microform copy: NCIS will convert
file to artilval medium acceptable at the time of transfer.

(b) Paper copy and microform records that
have been converted to electronic/optical images:

~ Paper copy and microform images:
Destroy upon verification that the record copy
information has been fully and accurately converted to
electronic/optical images.
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~ Electronic/opticalimages: NCIS will
convert file to archival medium acceptable at the time of
transfer.

(4) Other copies.

Destroy 1 year after case closure, or when extended
retention is required, when no longer needed.

b. Tor)ica] Files ~ itle Under Name of tjhiD,
Installation. Comoanv or Subject Code]. Files contain
investigations of the type mentioned in SSIC 5580, para.
4a when a logical suspect is not developed. If a logical
suspect is developed Within 5 years of the bdtiation date
for any of these investigations, the investigative reports
are pulled from the topical file and retained with the
pertinent name dossier. After 5 years, the remaining
topical file material is of no substantive value for
investigative, historical, or other research; and or is
other-agency originated documents.

(1) Case files,

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when 5 years old
except:

(2) Weapons cases. Cases when weapons have a
tmown serial number and are entered in the FBI National
Crime Information Center (NCIC).

Cut off at case closure. Retire to NCIS Records
Management Division. Destroy when NCIC entry is
deleted.

(3) Files from 4b(l) and (2) determined to be of
historical value based on widespread public interest,
notoriety of the incident or the seriousness of the
allegation.

Permanent. Transfer to NARA 5 years after case
closure. Apply SSIC 5580, para. 4a(3).

c. Incident Comdiant Reports (tCR~. Copies of
Marine Corps and Navy base security law enforcement
reports created under SSIC 5580, para. 1 and forwarded
to NCIS. (*See above)

(1) Significant case files.

Cut off at case closure. Retire to NCIS Records
management Division. If space is not available,
retire to WNRC. Destroy when 25 years old.

(2) All other cases.

111-5-41



SECNAVINST S212.5D
22 April 1998

Destroy when no longer needed.

d. Non-Investigative ReDorts. Consists of reports
concerning non-investigative issues such m criminal
intelligence and information reports, protective
operations, law enforcement briefings, and sources
administration. (*See above)

(1) Criminal intelligence operations. Reports
concerning information generated from formalized
program targeting persons or organization whose
criminal activities significantly affect the naval
est abolishment, or of those activities designed to gain
information of a criminal intelligence nature for law
enforcement purposes.

(a) Group 1:

Retire to NCIS Records Management Division. If
space is not available, retire to WNRC. Destroy 15
years after closure.

(b) Group 2:

Retire to NCIS Records Management Division. If
space is not available, retire to WNRC. Destroy 5
years after closure.

(2) Protective Operations. Protective detaifs of
distinguished persons. Reports and related material
pertaining to protection of distinguished persons.

(a) Threat or attempted threat materializes.

Cut off at case closure. Retire to NCIS Records
Management Division. If space is not available,
transfer to WNRC. Destroy when 25 years old.

@) AII other cases.

Destroy when 5 years old.

(3) Law Enforcement Briefings. Consists of
requests for, records and copies of law enforcement
briefings pertaining to topics such as fraud awareness,
crime prevention.

Destroy after 1 year or when no longer current,
whichever is longer.

(4) Sources, Information containing data about
personnel who have been used as sources of criminal
information by the Navy; the details on use or activities
of source that are necessary to contirm operational use as
source, or future claims against Navy by source or heirs

of source. Included are agreements, contracts,
information and financial reports, audiovisual products
and related information. Afso included in information on
individuals considered for use, but rejected.

(a) Case files.

Cut off at case closure and retire to NCIS Records
Management Division. Destroy 15 years after date of
last action.

(b) Other copies.

Destroy 1 year after case closure or when no longer
needed, whichever is earfier.

6) Information Reports. Reports of incidental
information impacting on the security or discipline of
commands or of interest to other law enforcement
elements. (Reports where no individual is identified as
subject will be filed under SSIC 5580, para. 4b)

Destroy when 25 years old.

e. Wh-e Electronic and Oral Intercerstions Index
Records. Index contains to the extent known: name,
citizenship and social security number and date/place of
birth, if known, of each identifiable person whose
communications were intercepted; telephone numbers or
radio telephone call signs involved; case number; address
of the location of each interception; inchssive dates of
each interception and other information deemed
appropriate to comply with Department of Defense and
DON guidelines. The mqjority of names are for
individuals overheard in the monitored conversations and
are phonetic spellings, The index includes coverage since
June 19, 1968.

(1) Electronic copy: Delete the automated index
entry upon destruction or transfer to the National
Archives of the case file containing intercepted
information. Transfer or disposal dates are governed by
the disposition instructions applicable to the individual
case file. (Apply applicable portion of SSIC 3850,
paragraph 2 or 5580, paragraph 4, as appropriate.) (Nl-
NU-98-3, pending)

(2) Paper copy: Destroy upon verification that the
indexing information has been fully and accurately
entered into the electronic index. (N1-NU-98-3, pending)

5. EVIDENCE LOGBOOKS AND EVIDENCE
CUSTODY FILES. Information created by the NCIS
and Base Security/Provost Marshal Oftices worldwide
and used by criminal investigators and crime
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laboratories. It consists of information showing the
description, receipt, and disposition of physical property
held as evidence for potential use in military or civil
court proceedings. Included are evidence custody
documents (ECD), statements of destruction, logbooks
(e.g., OPNAV 5527), related information. (*See above)

a. Evidence logbook.

Retain on board. Destroy 5 years after all items of
evidence have been dkposed of.

b. Evidence custodv information.

Retain on board. Destroy information 5 years after
final disposition of evidence.

6. RECIPROCAL INVESTIGATIVE FILES. Files
related to requests horn other Federal (Federal Bureau of
Investigation, Drug Enforcement Agency, etc.), state and
local agencies for investigative assistance. The basis for
the request is a criminal investigative matter regarding
individuals or organizations under the investigative
jurisdiction of the requesting agency.

Apply appropriate sub-item from SSIC 5580,
paragraphs 4a-c.

7. CIVIL DISTURBANCE FILES, The Attorney
General is the chief civilian officer in charge of
coordinating all Federal government activities relating to
civil disturbances. Upon specific prior authorization of
tbe Secretary of Defense or his designee, information may
be acquired which is essential to meet operational
requirements flowing from the mission assigned to DOD
to assist civil authorities in dealing with civil
disturbances. Such authorization will only be granted
when there is a distinct threat of civil dkturbance
exceeding the law enforcement capabilities of state and
local authorities. Records consist of information on
investigative and other activities authorized in connection
with civil disturbance responsibilities within the United
States, District of Columbia, Commonwealth of Puerto
Rico, and United States territories and possessions.

a. ODen Source Lkting of Federal, State, and Local
Otllciats. Listings of those who have official
responsibilities related to control of disturbances which
are obtained prior to commitment of Federal troops and
routinely maintained for planning purposes. (*See
above)

Destroy when superseded, obsolete, or no longer
needed, whichever is earlier.
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b. Otsen Source Physical Data on Vital Public or
Private Installations. Facilities. Highwavs, and Utiliti~,
Data which may be necessary to carry our missions
assigned are obtained prior to commitment of Federal
troops and routinely maintained for planning purposes.

(*See above)

Destroy when superseded, obsolete, or no longer
needed, whichever is earlier.

c. Data Which Pertains to Earlv Wamism of
Incidents, Potential Threats, and Situation Estimat@.
Data obtained from federal, state or local investigative or
Iaw enforcement agencies (which duplicates files
maintained by the originating agency) prior to
commitment of Federal troops and subject to evaluation
to determine pertinency with no DOD file being created
or no DOD information generated. (*See above)

Destroy 60 days after termination of the specific
situation or incident.

d. Data Collected or Deve]oDed bv DOD
Components Duriniz a Period When Field Acquisition,
Resorting, or Processing Activities have been Specifically
Authorized bv the Secretarv of Defense. Data includes
unconfirmed, fragment ary, routine, or transitory
material not included as background data in SSIC 5580,
paragraph SC. (*See above)

Destroy 60 days after termination of the civil
disturbance.

e. Documents preDared bv Mititarv fkmartmental
Staffs. Agency Headquarters, or Task Force Element.
Those which are engaged in quelting a civil disturbance,
including background data, after action reports, and
historical summaries. Such after action reports and
historical summaries will avoid references to non-
at%tiated persons and organizations by name to the
greatest extent possible. (*See above)

Permanent. Transfer to NARA 25 years after the
situation or event terminates.

(a) Paper copy records that have been
converted to microform:

~ Paper copy: Destroy upon verification
that the record copy information has been fully and
accurately converted to microform.

~ Microform copy: Convert file to
archival medium acceptable at the time of transfer.
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(h) Paper copy and microform records that
have been converted to electronicloptical images:

~ Paper copy and microform images:
Destroy upon verification that the record copy
information has been fully and accurately converted to
electronic/optical images.

~ Electronic/opticalimages: NCIS will
convert file to archival medium acceptable at the time of
transfer.

This information is only collected during period of civil
disturbance requiring the involvement of DOD activities.

8. FILES RELATING TO NON-DOD AFFILIATED
U.S. CITIZENS, ORGANIZATIONS OR FOREIGN
NATIONALS. INFORMATION CONTAINED IN
THESE FILES, TO THE INTENT THAT IT
CONCERNS U.S. PERSONS, 1S COLLECTED IN
ACCORDANCE WITH THE EXECUTIVE ORDER
12333, DATED 4 DECEMDER 1981, OR FOR FORCE
PROTECTION PURPOSES.

a. Activities or Events Posing One of the Following
TVDeSof Continuing Threats to DOD M]litarv and
Chdian Personnel and Defense Activities and
Installations: Demonstrated hostility--activities in which
an actual example of violent or criminal hostility has been
carried out within the previous year; threatened hostifity-
-activities which during the previous year have explicitly
threatened DOD functions; potential hostility-activities
whose continuing hostile nature in the vicinity of DOD
installations provides a significant potential source of
harm or dhuption of the installation or its function;
dissidence activities-activities during the previous year
which have involved actively encouraging violation of
law, dkobedlence of lawful order or regulation, or
disruption of mifitary activities.

(1) Information which falts in the above
categories that is originated by and received or acquired
from, agencies outside the DOD. (*See above)

Destroy no later than 1 year after acquisition unless
vafidated for retention for another year when it is
determined during the annual verification review by
the Secretaries of the Mifitary Departments that a
continued threat exists.

(2) Files or other documents created within DOD
which contains significant analytical comments, va Iue
judgments, or recommendations pertaining to
information received or acquired from agencies outside
the DOD. (*See above)

Retain on board for a period not to exceed 1 year
after acquisition unless vafidated on an annual basis
for continued retention. When DOD-originated
information is not validated for continued retention,
these files will be offered to NARA for a
determination of their historical value.

(a) Paper COPYrecords that have been
converted to microform:

~ Paper copy: Destroy upon
verification that the record copy information has been
fully and accurately converted to microform.

~ Microform copy: Convert tile to
archival medium acceptable at time of transfer.

(b) Paper copy and microform records that
have been converted to electronic/optical images:

~ Paper copy and microform images:
Destroy upon verification that the record copy
information has been fully and accurately converted to
electronic/optical images.

~ Electronic/optical images: Convert
file to archival medium acceptable at time of transfer.

b. Activities or Events Not Posinx a Continuing
Threat. Information originated by, and received or
acquired from, agencies outside the DOD during the
course of routine investigative or liaison activity which
after receipt is subsequently determined to fall outside
the area of interest of the DOD, or which is determined
not to pose a threat to DOD personnel, property, or
functions and no DOD tile is created or DOD information
generated. (*See above)

Destroy immediately after an evaluation determines a
threat does not exist or not later than 90 days
following acquisition, whichever is eartier.

c. Suecial Investi~ations/Ot)erations. FI1es or other
documentation originated by DOD components pertaining
to those activities of non-DOD affdiated
organizationslindividuafswhich potentially or actually
threaten DOD functions, property, or personnel and files
or other documentation relating to Defense Investigative
Review Council (DIRC)-approved measures to quell or
counter these activities.

Permanent. Retain on board. Offer to NARA 25
years after date of last action. (Apply SSIC 3850,
paragraph 3a(2) for disposal guidance.)
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d. Base Access for Ort?imizations/Individuabi
Servicing DOD Installations. Investigative information
on organizations/individualsproviding commercial
services, engaged in contracts, or otherwise engaged in
contracts or business ent erpnses on DOD installations.
(*See above)

(1) If the contract is in dispute.

Destroy 1 years after final payment or other
settlement.

(2) If information contains significant derogatory
information.

Destroy after 5 years.

(3) All other cases,

Destroy after 1 year or for commercial
organizations/indkiduala, 1 year after the service is
discontinued.

e. Reauests for DOD Personnel to Attend or
Officiate at Meetinm. Ceremonies. etc., as
Remwsentatives of DOD. Information concerning the
organization/iidividualmaking the request, the nature of
the event, and any other details describing the occasion.
(@Seeabove)

Destroy no later than 1 year after the event.

f. One-Time Requests for Admittance to Installations
@eakers, Bands. Drill Teams. Tours. etc.]. Information
concerning the organization/individualrequesting
admittance to the installations. (*See above)

Destroy no later than 1 year after tbe event.

g. Inauiries from members of the Public to DOD for
Information Relating to DOD Functions or Units, Unit
Insianias, Sknatures, or Photos of Senior Commanders,
S@ Information concerning the collectors of such items.
(*See above)

Destroy when 1 year old or no longer determined
pertinent by an annual review, whichever is earlier.

h. unsubstantiated Renorts to DOD Comt)onents
from Members of the Public Alleging Imminent Invasion,
Plots and Similar Events of a Delusional Nature. and
A.worted “Crank” Letters. Information concerning the
organisation/iidividua lprovidlng such details. (*See
above)

pertinent by an annual review, whichever is earlier,

9. POLYGRAPH EXAMINATION RECORDS
(CRIMINAL INVESTIGATIONS).

a. pOh’QHIDhExamination Conducted in SuDDort of
Criminal Investiuat ions (Crim PackaQes). Copies of
examination records created in support of criminal
investigations. Includes statistical and technical data
sheets, question sheets, charts, numerical evaluation
forma, subject statements, consent forma, medical
waivers, interview logs, personal data sheets and related
documents. (*See above)

Retain on board until completion of final quality
assurance review. Incorporate into associated
criminal investigation file. Dispose of in accordance
with guidance for investigative file.

b. poh’QraDhExaminer Certification Records.
Polygraph examiner certification information, includhg
applications, recommendations, approvala, disapprovals
and related information. (*See above)

Retain on board. Destroy 10 years after separation
or retirement of examiner.

10. NATIONAL CRIME INFORMATION CENTER
(NCIC) RECORDS. Consists of NCIS controlled
Department of Navy entries into FD1’s NCIC.

a. Poiicv auidance and correspond’ence DertaininR to
operations of NCIC. (*See above)

Destroy when superseded, rescinded, or no longer
needed,

b. BackuD information on terminal entries into the
comrmter. (*See above)

(1) Paper copy.

Destroy after related entry is removed from the
computer or paper copy has been fully and
accurately converted to microfiche.

(2) Microfiche/indices.

Retain on board. If space is not available, retire to
WNRC. Destroy when all cases on fiche are cleared
from NCIC.

c. FM validation tistincs. (*See above)

Destroy when 1 year old or no longer determined Destroy when superseded.
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11. NAVAL CRIMfNAL INVESTIGATIVE SERVICE
(NCIS) REGIONAL FORENSIC LABORATORY
RECORDS.

a. NCIS REGIONAL FORENSIC LABORATORY

REHIRT$ Retained information such as copies of
laboratory reports and case notes and data collected
during forensic examinations. (*See above)

(1) sensitive cases such as internal security,
terrorism, death investigations and lddnappings.

File with case file.

(2) Alt others:

Destroy after S years.

b. NCIS LABORATORY REPORTS OF
EXAMINATIONS CONDUCI’E D FOR NON-NCIS LAW
~. Laboratory results
described in SSIC 5580, para. lla from non-NCIS law
enforcement agencies. (*See above)

(1) Return requested by submitter.

Return to submitter.

(2) All others.

Destroy after S years except:

(3) Sensitive cases such as internal security,
terrorism, death investigations and kidnapping.

Destroy after 25 years.

c. LABORATORY FING ERPRINT CARD FILES.
consists of original fingerprint cards submitted tith
evidence or taken by DON designated law enforcement
officials and submitted to NCIS Regional Forensic
Laboratory for quality review in support of criminal
investigations. Also includes indices and other related
corresponded ce.

(1) Fingerprint card set 1.

Destroy when all administrative needs have expired.

d. MILITARY WORKING DOGS NARCOTfC
TRAINING AIDS RECORDS. Listings of narcotic
training aids, testing records and other information
associated with the controlled substance training aids for
the Military Working Dog Program. (*See above)

(1) when required as evidence.

Apply SSIC 5580, paragraph Sb.

(2) All other.

Destroy 2 years after training aid is destroyed.

12. POLICY PROPERTY FILES. Files include Iocntion
of offenses and name index and reflect the receipt and
release of property that is found, impounded, seised as
contraband, prohibited, or safeguarded for detained
personnel. This includes logs, receipts, releases and
disposal and related information. (“See above)

Destroy 2 years after return, release or disposal of
property.

13. MARINE CORPS CRIMINAL INVESTIGATION
DIVISION (CID) CRIMINAL INVESTIGATIVE
REPORTS. Information on any person, civilian or
mititary, or firm involved in or reporting possible
criminal activity affecting the U.S. Marine Corps’
interests, property, and personnel. This may include
information on persons or firms; letters, messages, case
notes, or reports on investigations containing witness
statements, subject statements, and technical investigative
data; requests for and results of polygraph and forensic
taboratory examinations; indices containing codes for the
type of crime, and agencies, firms, DON, and DOD
organizations that were the subject of criminal
investigations.

a. CID Ftled oftlces. (*See above)

(1) Initial, status and final reports.

Transfer original to Dir, NCIS upon case
a~udication.

Forward to Federal Bureau of Investigations.
(2) Other copies.

(2) Engerprint card set 2.

Retain on board. Destroy when 75 years old.

(3) F@erprint card indices and related
correspondence. (*See above)

Destroy 2 years after date of final report or when no
longer needed, whichever is later.

b. NCISHQ:
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Apply SSIC 5580, paragraph 4a.

SSIC S585

MILITARY WORKING DO GS (LAW ENFORCEMENT
AND PHYSICAL SECURITY FUNCTIONS) RECORDS

1. DOG HISTORIES, Includes quarterly reports,
training records, utilization, and so forth.

Retain on board until death of the dog at tilch time
records are transferred to program manager
OWSCOM) for disposition.

2. VETERINARY RECORDS. Includes autopsy
reports, DD 1834, and death certificates upon the demise
of the animal.

Retain on board until death of the dog at which time
records are transferred to the DOD Dog Center,
Lackland Air Force Base, San Antonio, TX 78236.

3. NARCOTICS TRAINING AIDS.

Destroy when 2 years old or until disposed of in
accordance with Drug Enforcement Admini-
stration regulations and guide-lines.

4. TRAINING SCJIOOL QUOTA REQUESTS.

Destroy in 1 year or after entered in the Navy
Integrated Training Resources and Admini-
stration Subsystem.

SSIC 5600-5699

MICROGRAPHICS PUBLICATIONS. PRINTING.
DUPLICATING. AND REPRODUCTION RECORDS

THE RECORDS IN THIS (5600-5699] SERIES ARE
RELATED TO GENERAL MICROGRAPHIC
PUBL1CATIONS, PRINTING, DUPLICATING, AND
DISTRIBUTION RECORDS AND INCLUDE
PREPARATION, PRODUCTION, PROCURE-
MENT, DISTIUIHJTION, COMPUTER OUTPUT TO
MICROFORM (COM) , CAMERA OUTPUT TO
MICROFORM, AND EQUIPMENT RECORDS. THE
RECORDS PERTAIN TO PUBLICATIONS AND
PUBLISHING AND PRINTING MA’ITERS,
INCLUDING THE PREPARATION, PRODUCTION,
PROCUREMENT, AND DISTRIBUTION OF
PUBLICATIONS, FORMS, AND OTHER PRINTED
MATERIALS AND PRODUCTS, AND MATERIALS
PRODUCED BY OR FROM THE PROCESSES OF
REPRODUCTION. THEY ARE ACCUMULATED BY

THE DEFENSE AUTOMATED PRINTING SERVICE
FORT BELVOIR, VA; BY OTHER NAVY AND
MARINE CORPS DEPARTMENTAL AND FIELD
PUBLICATIONS AND PRINTING ACTMTIES
(INCLUDING DAPS DWIS1ONS, OFFICES AND
THEIR BRANCH OFFICES; BY ACTIVITIES OR
ORGAN1ZATIONAL UNITS PERFORMING
PRINTING, PUBLICATIONS, ANJYOR DUPLICATING
FUNCTIONS; AND BY ACTIVITIES AND OFFICES
PERFORMING REPRODUCTION AND
MICROPUBLISHING FUNCTIONS); AND BY
ACTIVITIES PREPARING PUBLICATIONS.

SSIC 5600

GENERAL MICROGRAPHICS PUBLICATIONS,
PRINTING, DUPLICATING. AND REPRODUCTION
RECORDS

1. PROGRAM RECORDS. Files and other records of
the DAPS, Ft. Belvoir, VA, and other departmental
offices having assigned overall publications and printing
or other reproduction program responsibilities, and that
document the development, establishment, and execution
of overall plans, policies, programs, and procedures
pertaining to publications, printing, and other
reproduction matters and to the operations of DAPS.

Retire to WNRC when 4 years old. Destroy when 10
years old.

2. GENERAL CORRESPONDENCE FILES OF
PUBLICATIONS AND PRINTING SERVICE OFFICES
AND OF ACTIVITIES AND OFFICES AND OTHER
OPERATING UNITS CONCERNED WITH
PUBLICATIONS, PRINTING, AND RELATED
MATTERS. Correspondence, reports, and other records
of the organizational unit relating to its internal operation
and administration, including production planning and
scheduling, processing, procurement, and distribution
functions. Include reports not specifically covered
elsewhere in this series, (Exclude primary program
records covered in SSIC 5600, para. 1.)

Destroy when 2 years old or no longer part of on-
going multi-year hardware procurements, whichever
is later.

3. REPORTS TO THE JOJNT COMMITTEE ON
PRINTING (JCP), CONGRESS OF THE UNITED
STATES. These reports (JCP Report Form 1-7) are
required by Congress to be submitted periodically and
relate to printing plant operations and inventories. These
reports include production data, cost of operation data,
commercial printing data, power collator acquisition

11[-5-47



SECNAVINST 5212.5D
22 April 1998

OTHER MATERIALS. Records submitted for officialdata, map and chart production data, plant equipment
inventories, stored equipment inventories, and excess
equipment. naval publications and related correspondence and

papers.
a. Master COW of Each Report Retained by the

DAPS. Ft. Belvoir. VA. a. “Unr)laceable” (Reiected or Unused) Magazine
Wlcles, Stones, Etc.

Destroy when no longer required for reference.
Return to author whenever possible. When not
returnable, destroy 1 year after story or article has
been rejected.

b. Navv Activitv CoDies.

Destroy when 3 years old or no longer required for
reference, whichever is later. b. Other Source Files.

c. Marine Corm Activitv CoDies. Destroy when 1 year old or material is no longer
needed, whichever is earlier.

Destroy when 5 years old.
2. PUBLICATION REPRODUCIBLES OR COPY
MATERIAL. Original art work, charts or graphics,
negatives, and other reproducible such as manuscript

4. PUBLICATIONS FILES. Master files of naval
publications maintained by printing plants or other
production units and/or by issuing activity--one copy of
each publication, poster, chart, regulation, directive,
booklet, speech, form, press release, and similar
material. (This item does not cover copies and related
program material retained in originating office.)

copies of publications or other printed material. (See
also SSIC 5603, para. 3.)

Destroy when publication is superseded or obsolete,
or it has been determined that art work, negatives,
or other material or reproducible are no longer
usable or needed for further reproductions.

Return publication copies to originator upon
completion of job.

5. REFERENCE FILES OF PUBLICATIONS. 3. BACKGROUND MATERIAL, DRAFTS, AND
OTHER PAPERS USED IN DEVELOPING AND
PREPARING PUBLICATIONS.Destroy when obso!ete, cancelied, or no longer

needed for reference. (Return current and usable
publications no longer needed to appropriate Cog 1
stocking segment of the Navy Supply System.)

Destroy when publication is completed and pubfiahed
or purpose is served, whichever is earlier.

6. EXCESS TECHNICAL PUBLICATIONS BINDERS
SUITABLE FOR REISSUE.

SSIC 5603

PRODUCTION RECORDS
a. Aviation Technical Publications Binders.

1. PRINTING OFFICE SUPERINTENDENTS (OR
OTHER SIMILAR OFFICES) CORRESPONDENCE
FILES AND RELATED PAPERS PERTAINING TO
PRODUCTION AND RELATED MATTERS.

Forward to Naval Air Technical Services Facifity
(NATSF), 700 Robbins Avenue, PWadelphia, PA
19111-5097

b. Other Binders. Destroy when 2 years old.

Forward to appropriate Cog I stocking segment of
the Navy Supply System.

2. LOGS, REGISTERS, OR OTHER CONTROL
RECORDS OF INCOMING JOBS OR WORK
REQUISITION.

SsIcJw
Destroy 1 year after close of fiscal year in which
compiled or 1 year after filing of register, whichever
is earfier.

PREPARATION RECORDS

1. SOURCE FILES OF ARTICLES, STORIES, AND
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3. JOB JACKET (CASE OR PROJECT) FILES.
Papers accumulated by publications and printing service
offices or simitar activities for each printing, binding, or
reproduction job. Files consist of such papers as copies
of job requests or orders, material withdrawal
requisitions, pricing schedules, job cost reports, samples
of jobs produced, receipts for completed work, specifi-
cations, and other related papers. (See also SSIC 5602,
para. 2.)

a. Marine Corm Activities.

Destroy 1 year after completion of the job.

b. Navv Activities.

Destroy when publication is superseded or obsolete
and no longer required for reference.

4. DELIVERY UNIT COPIES OF SIGNED RECEIFIIJ
FOR COMPLETED WORK.

Destroy when 6 months old.

5. PRODUCTION PLANNING AND SCHEDULING
RECORDS.

a. Production Control or Proares.shm Records.
Control stubs, tickets, or other local forms used as job
status records or for posting to pricing schedules.

Destroy when 3 months old.

b. Production Reoorts or Other Records. F]les
relating to work production breakdowns, such as
estimated number of units of productions per job in each
cost process. Files include planning copies of
requisitions.

Destroy when 6 months old.

6. PRODUCTION COST RECORDS AND REPORTS.

a. Time Renorts. Daily mititary musters, daily time
reports, and other similar records (prepared daily by
each employee); summary time reports; and overtime
reports.

(1) Summary and overtime reports.

Destroy when 1 year old.

(2) Daily reports.

Destroy when 1 year old.

b. Work-in-Process Inventories. Tabulated or
other listings of work-in-process at end of the month and
requisition check lists.

Destroy when 1 year old.

c. Cost Reoorts. Monthly tabor cost reports,
reports of accrued annual salaries and wages, monthly
recapitulation work sheets and reports, and other similar
labor or material summary cost reports, records of units
produced and billed.

Destroy when 1 year old.

d. Statistical Data. Tabulated listings and work
papers (such as job cost reports, social security
retirement costs, travel requests, etc.) used for compiling
data for periodic financial and cost statements and for
estimated cash budget reports.

Destroy when 1 year old.

7. PRODUCTION INVENTORY AND SUPPLY
RECORDS. Records relating to printing or other
reproduction suppties and equipment of printing offices,
such as material inventory control and usage records
(issue and receipt cards or other similar records of paper
and other supplies, equipment, and repair parts received
and issued); copies of withdrawal requisitions used to
post issue and receipt cards; periodic inventory reports;
and copies of requisitions, including partial receiving
reports and copies of loading reports.

Destroy when 1 year old.

8. INDUSTRIAL ACTIVITIES FINANCIAL
STATEMENTS OR REPORTS OF DAPS.

a. Quarterlv Estimated Cash Budgets.

Destroy when 1 year old.

b. Financial and Cost Statements. Statements
submitted by publications and printing service industrial-
type activities to the ASN (FM&C) and/or other higher
authorities, and annual operating budgets.

App]y SSIC 7630.

c. Accountirm Registers. Registers used to record
and accumulate financial and cost data on a monthly
basis for posting to the general and subsidiary ledger:
cash receipts and disbursement registers’ materiak on
order registers, accounts receivable and payable registers,
labor and material distribution registers, journal
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vouchers, and other similar registers.

Destroy when 4 years old.

d. General and Subsidiary Ledeers,

Apply SSIC 7640.

9. OTHER FINANCIAL MANAGEMENT RECORDS.

Apply appropriate 7000 series SSICS.

SSIC 5604

PROCUREMENT RECORDS

1. REQUISITIONS, PURCHASE REQUESTS, AND
OTHER SIMILAR REQUISITION OR
PROCUREMENT DOCUMENTS.

See Defense Acquisition Regulations (DAR).

2. OTHER SUPPLY AND PROCUREMENT
RECORDS.

Apply appropriate sub-item from SSIC 4000.

SsI!xiM

5. RECORDS RELATING TO DISTRIBUTION OF
CODE 4 PUBLICATIONS IN THE NAVY SUPPLY
SYSTEM.

Apply appropriate sub-item from SSIC 5070.

SSIC 5700-5799

EXTERNAL AND INTERNAL RELATIONS RECORDS

THE RECORDS DESCRIBED IN THIS (5700-5799)
SERIES ARE RELATED TO PUBLIC, LEGISLATIVE,
AND EXECUTIVE RELATIONS, LIAISON AND
PROGRAMS, TO NAVY’S PARTICIPATION IN
POLITICAL MILITARY AFFAHW, AND TO
HISTORICAL MATTERS. THEY INCLUDE
RECORDS ACCUMULATED IN CONNECTION WITH
INTERNATIONAL RELATIONS, PUBLIC RELATIONS
(INCLUDING INFORMATIONAL SERVICES),
COMMUNITY RELATIONS AND MEDIA
RELATIONS. THEY ALSO ARE ACCUMULATED IN
CONNECTION WITH THE CONDUCT OF OUR
RELATIONS WITH EXTERNAL (PRIVATE)
ORGANIZATIONS.

SSIC 5700

GENERAL EXTERNAL AND INTERNAL RELATIONS
RECORDS

DJSTRHWTION RECORDS
1. PRIMARY PROGRAM RECORDS.

1. FORMS INDICATING THE ISSUANCE, RECEIPT,
AND DELIVERY OF PUBLICATIONS BY DIVISIONS
OF SUPPLY CENTERS AND OTHER OFFICES.

Destroy when 1 year old.

2. PUBLICATIONS AND FORMS REQUISITIONS
AND SHIPPING ORDER FILES. Copies of requisitions,
shipping orders, transfer requests, and related papers
accumulated by publications supply activities and by
activities and offices requisitioning publications and
forms horn stock.

Destroy when 6 months old.

3. DISTRIBUTION LISTS.

Apply SSIC 5900, para. 5.

4. INDEXES, CHECK LISTS, AND OTHER
RECORDS OF CURRENT PUBLICATIONS.

Destroy when superseded, obsolete, or purpose is
served, whichever is earlier.

a. Files and Other Records of the SECNAV,
CHINFO. Chief of Le~islative Affairs, and the Office of
the CNO. Records document the development and
execution of plans, policies, programs, and procedures
regarding external relations of the Navy Department
including international affairs, public relations, and
congressional and legislative matters.

Permanent. Retire to -C or other authorized
storage area when 4 years old or files become
inactive. Transfer to NARA when 20 years old.

b. Files of the CMC and Other Departmental
Bureaus and Offices. Records document the overall
accomplishment of assigned external relations program
responsibitities and are not duplicated or essentially
documented in the tiles covered in SSIC 5700, para. la.

Permanent. Retire to WNRC when 4 years old or
files become inactive. Transfer to NARA when 20
years old.

c. Files of CNO Area Coordinators. Fleet
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Commands. a d Otn her Maior Shore-Based Commands.
Records document policy decisions or other unusually
significant or important local transactions of a highly
controversial nature.

Permanent. Retire to nearest appropriate FRC when
4 years old. Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files
relate to the routine internal operation and
administration of activities and oflices performing
external relations functions.

Destroy when 2 years old.

SSIC 5711

STANDARDIZATION PROGRAMS AND
AGREEMENTS RECORDS

Apply SSICS 5700.

SSIC 5720

EXTERNAL PUBLIC AFFAIRS (INCLUDING
FREEDOM OF INFORMATIONI RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
include reports of activities and offices pertaining to
external relations or information matters, guests cruises,
community relations or media relations, public affairs
guidance, and reserve programs. (Exclude primary
program records covered in SSIC 5700, para. 1.)

a. CNO Area Coordinators’ Records.

Destroy when 4 years old.

b. Other Records.

Destroy when 2 years old.

2. INFORMATION RELEASES. Press releases,
publications, transcripts of press conferences, official
speechw, or other presentations, including graphics or
exhibits, television or radio scripts, and other formally
presented publicity or informational material.

a. Master Files of the CHINFO. Washinszton, DC.
(One copy of each document, together with related
index.)

Permanent. Retire to WNRC when 4 years old.
Offer to NARA when 20 years old.

b. Master Files of Other Ofticiallv Desbmat@
Public Information Otllces. One copy of each formally
released document that is not forwarded to or duplicated
in tbe files of CHINFO, Navy Department, or other
higher authority. Include any related index records.
(Exclude publicity material that is important or useful in
documenting the history of the organisation md that
relates to especially significant or historically noteworthy
events which should be handled as provided in SSIC
5720, paras. 1 and 3.

Destroy when 4 years old or when no longer needed.

c. Conies of Press Releases, Sr)eeche&
Presentations. Exhibits, Communiques. and Other Public
Relations Material.

(1) Related indexes, check tists, or
bibliographies.

Destroy when superseded, obsolete or no longer
needed, whichever is eartier.

(2) All other files.

Destroy when 1 year old or purpose is served,
whichever is earlier.

3, PUBLIC RELATIONS SERWCES pROJEcT
(CASE) FILES, Correspondence, background material,
and other papers. (Exclude master files of formal
information releases covered in SSIC 5720, para. 2.)

Destroy 1 year after completion of project.

4. ARMED FORCES DAY RECORDS.
Correspondence and other records relating to the local
observance of Armed Forces Day.

Destroy when 1 year old.

5. REQUESTS FOR INFORMATION. Routine
requests for information, material, or data of a nature
that requires no special investigation, no special
compilation or research, and involves no policy decisions
and no administrative action.

a. Reauests of a Less Routine Nature. but Involving
no Poticv Decisions or Matters of a Controversial Nature
or no Unusually Inmortant Transactions.

Destroy when 2 years old.

b. All Other Reauests.
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Destroy when 3 months old.

6. ANONYMOUS LE’ITERS, LEITERS OF
COMPLAINT OR CRITICISM, OR LETI’ERS
CONTAINING SUGGESTIONS. Include replies on
which no investigation is made or administrative action
taken.

(b) Responding to requests for nonexistent
records, to requesters who provide inadequate
descriptions, and to those who fail to pay agency
reproduction fees.

~. Request not appealed.

Destroy 6 years after date of reply.
Destroy when 3 months old.

~. Request appealed,
7. APPROVAL (AuTHORIZATIONS) FOR
INFORMATIONAL (PRESS OR OTHER) RELEASES
AND FOR THE RELEASE OF NAVAL FILMS,
EXHIBITS, OR OTHER MATERIALS FOR PUBLIC
VIEWING.

Destroy when 1 year old.

8. RESEARCH REFERENCE FILES. Press clippings,
newspapers, and other materials accumulated for
reference articles, stories, etc., pertaining to or of interest
to the Navy and Marine Corps.

Destroy when purpose is served.

9. FREEDOM OF INFORMATION ACT RECORDS

a. Files of the Offices of SECNAV, CNO, CMC
and other components of the Executive Part of the DON.
Files documenting the primary mission responsibilities for
the development, establishment, and accomplishment of
administrative and management plans, policies, and
procedures for implementing tbe Freedom of Information
Act (FOIA) program.

Permanent. Place in inactive file when poticy is
superseded. Retire to WNRC when no longer
required for reference. Transfer to NARA 10 years
after retirement.

b. FOIA Reauest Files. Files created in response to
requests for information under the FOIA consisting of
the original request, a copy of the reply, and all related
supporting files which may include ofiicial file copy or
copy of requested record.

(1) Correspondence and supporting documents.
(Exclude the oflicial file copy of the requested records
covered in SSIC 5720, para. 9b(2)).

(a) Granting access to all the requested
records.

Destroy 2 years after date of reply.

Destroy 6 years after final action by tbe agency or
after final adjudication by courts, whichever is hster.

(c). Denying access to all or part of the
records requested.

~. Request not appealed.

Destroy 6 years after date of reply.

~. Request appealed.

Apply SSIC 5720, para. 9c.

(2) O~cial file copy of requested records

Dispose of in accordance with approved agency
disposition instruction for the related records or with
the related FOIA request, whichever is later.

c. FOIA Ameals Files. Files created in responding
to administrative appeals under the FOIA for release of
information denied by the DON consisting of the
appellant’s letter, a copy of the reply, and related
supporting documents which may include the official file
copy or copy of records under appeal.

(1) Correspondence and supporting documents.
(Exclude the oftlcial file copy of the records under appeal
covered in SSIC 5720, para. 1c(2)).

Destroy 6 years after final determination by agency
or 3 years after final adjudication by courts,
whichever is later.

(2) Ofticial file copy of records under appeal.

Dispose of in accordance with approved agency
disposition instructions for the related records or
with the related FOIA requests, whichever is later.

d. FOIA Act Control Files. Files maintained for
control purposes in responding to requests, including
registers and similar records listing date, nature and
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purpose of request, and name and address of requestor.

(1) Register or tisting.

Destroy 6 years after date of last entry.

(2) Other files.

Destroy 6 years after final action by the agency or
after final adjudication by courts, whichever is later.

e. FOIA Re~ort Files. Recurnng reports and one-
time information requirements relating to DON
implementation of the FOIA, including annual reports to
the Congress.

(1) Annual reports at DON or departmental
level.

(b) Responding to requests for nonexistent
records, to requestor who provides inadequate
descriptions, and to those who fail to pay DON search
and reproduction fees.

~. Request not appealed.

Destroy 2 years after date of reply.

~. Request appealed.

Destroy 3 years after final determination on appeal.

(c) Denying access to all or part of the
records requested.

~. Request not appealed.

Destroy 5 years after date of reply.
Permanent. Transfer to NARA when 15 years old.

~. Request appealed.
(2) Other reports.

Destroy when 2 years old or no longer needed for
administrative purposes, whichever is eartier.

f. FOIA Administrative Files. Records relating to
the general implementation of the FOIA, including
notices, memoranda, routine correspondence, and relnted
records. (Exclude policy files which are covered in SSIC
5720, para. la.)

Destroy when 2 years old or no longer needed for
administrative purposes, whichever is earlier.

g. Mandatory Declassification Review Files. Fks
created in response to requests from individuals and/or
record depositories for the mandatory review of classified
documents for the purpose of releasing declassified
material to the public, as provided for under Executive
Order 12065 (Section 3-5). Files contain original
requests, copy of reply, and alt related supporting
documents, which may include copy of reply, and all
related supporting documents, which may include the
official file copy or copy of records requested.

(1) Correspondence and supporting documents.
(Exclude the official file copy of the requested records
covered in SSIC 5720.lg(l)(d).)

(a) Granting access to all the requested
records.

Destroy 2 years after date of reply.

Destroy 3 years after final determination on appeal.

(d) Ofticial file copy of requested records.

Dispose of in accordance with approved agency
disposition instruction covering the records or w“th
the related declassification request, whichever is
later.

h. Mandatorv Declassification Ameal Files. Fika
created in responding to administrative appeats under the
Executive Order for release of information denied by
DON consisting of the appellant’s letter, a copy of the
reply, and related supporting documents, which may
include the official file copy or copy of records under
appeal.

(1) Correspondence and supporting documents.

Destroy 3 years after final determination on appeal.

(2) OftIcial file copy of records under appeal.

Dispose of in accordance with approved agency
disposition instructions covering the records or with
the related declassification request, whichever is
later.

i. Mandatorv Declassification Review Control Files.
Files maintained for control purposes in responding to
requests, including registers and similar records tisting
date, nature and purpose of request, and name and
address of requester.
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(1) Register or fisting. speeches delivered by personnel of the command to the
speakers bureau of their superior in the chain.

Destroy 5 years after date of last entry.

(2) Other files.
GUEST CRUISE PROGRAM RECORDS

Destroy 5 years after final action by the agency or
final adjudication by higher authority, whichever is
later.

J Mandatorv Declassification Review ReDort File$.
Recurring reports and one-time information requirements
refating to agency implementation, including annual
reports to the Congress of the United States, the National
security Council, the OffIce of Management and Budget,
and the Information Security Oversight Office. Afso
include inputs to DON reports.

1. GENERAL CORRESPONDENCE FILES. Files
include reports of activities and offices pertaining to guest
cruises.

a. ReDort$

Destroy when 4 years old.

b. Other Corres~ondence.

Destroy when 2 years old.
Destroy upon submission of the next report.

k. Mandatorv Declassification Review
Administrative Fileq. Records relating to the general
DON implementation of Executive Order 12065 (Section
3-S), including notices, memoranda, routine
correspondence, and related records (exclude policy files).

Destroy when 5 years old or no longer needed for
administrative purposes, whichever is earfier.

SSIC 5721

SPEECHES RECORDS

L UNCLASSIFIED SPEECHES GIVEN TO PUBLIC
AND IN-HOUSE AUDIENCES. Topics deal mainly with
adversary threat, sea lanes of communication, and state
of the Navy in general. Others include observance of
patriotic holidays, changes of command, and
graduations.

a. Records of the Chief of Information.

Two copies of major speeches by senior officers and Navy
and Marine Corps officials shall be forwarded to
CHINFO or Director of Public Affairs (DirPA) for
retention and use as a background material.

b. All Other Activities.

Individual commands will retain copies of all speeches for
minimum of 2 years and forward them to CHINFO or
DirPA if of historical significance, Speeches delivered by
the otTicer in command shall be retained for a minimum
of 2 years beyond the time that officer is relieved.
Additionally, commands shall forward copies of all

SS[C 5724

1. FLEET HOME TOWN NEWS CENTER RECORDS.

a. General Correspondence Files.

(1) Correspondence and related records
documenting tbe center’s organizational history and its
policies, programs, overall procedures, and essential
transactions.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

(2) Correspondence relating to the internal
operations and administration of the center.

Destroy when 2 years old.

(3) Correspondence relating to the Fleet Home
Town News Center submissions.

Destroy when 1 year old.

b. Photomaohic Prints Accumulated bv the FIee(
Home Town News Center.

(1) Address of person portrayed is available.

Return prints to originator if known; otherwise
destroy after 90 days.

SS[C 572S
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RESERVE PROGRAM RECORDS

1. PRIMARY PROGRAM RECORDS. Files and other
records of the Director of Naval Reserve, that document
the development and execution of plans, poticies,
programs and procedures regarding Naval Reserve
affairs, its mission and its organizational history.

Retire records under SSIC 1001.1.

2. GENERAL CORRESPONDENCE FILES. Files
relating to the routine internal operation and
administration activities and offices of the Director of
Naval Reserve.

Retire records under SSIC 1001.2
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Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

SSIC 5727

MEDIA RELATIONS RECORDS

1. MEDIA CLIPPINGS. Records, both press and
broadcast, concerning subjects of Navy interest and
Navy-related and DOD interest to include clipped articles
appearing in print, wire story copy, and broadcast
transcripts.

Destroy when 1 year old or no longer needed.

2. MEDIA QUERIES. Requests requiring research for
information, materials, data, or related responses.

SSIC 5726
Destroy when 3 years old.

COMMUNITY RELATIONS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
include reports, with respect to maintaining liaison with
commands afloat and ashore, non-government
organizations, and national organized groups (other than
media); coordinating Navy support of the Navy Flight
Demonstration Squadron (Blue Angels); administering the
SECNAV Guest Cruise Program and the Navy Guest
Cruise Program; coordinating special orientation visits of
individuals or groups to naval vessels and installations
and Navy participation in civic events of regional,
national, and international significance; coordination of
Navy programs to enhance the reputation of the Navy at
home and abroad; and directing the Navy combat art
program and Navy Band.

Destroy when 2 years old.

2. OFFICIAL CEREMONIES. Keel Iayings,
Iaunchingslchristenings, commissionings,
decommissioning, dedications, changes of commands,
establishment/disestablishmentof installations. Master
files of CHINFO, Washington, DC. (One copy of each
document, together with re!ated index or other records.)

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

3. NON-GOVERNMENT NATIONALLY ORGANIZED
GROUPS (OTHER THAN MEDIA, E. G., NAVY
LEAGUE, NAVY RELIEF SOCIETY, FLEET
RESERVE ASSOC1ATION, NAVY WIVES CLUB OF
AMERICA, ETC.) Master files of the CHINFO,
Washington, DC.

3. SUBJECT REFERENCE FILES. Files include fact
sheets, related clipping media queries, and background
information used for research and reference,

Destroy when purpose is served.

SSIC 5728

PUBLIC AFFAIRS GUIDANCE RECORDS

1. GENERAL CORRESPONDENCE. Files include
reports of activities and offices pertaining to public
affairs guidance.

a. -s.

Destroy when 4 years old.

b. Corresssondence.

Destroy when 2 years old.

SSIC 5730

CONGRESSIONAL AND LEGISLATIVE LIAISON
RECORDS

1. PRIMARY PROGRAM RECORDS. Files and other
records of the OffIce of Legislative Affairs and other
departmental oftIces having primary program
responsibilities for all phases of congressional and
legislative liaison matters. These are records that
document plans, policies, programs, procedures,
accomplishments, and essential transactions.
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Permanent, Retire to WNRC when 4 years old or
files become inactive, whichever is later. Transfer to
NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
activities and offices pertaining to the routine internal
operation and administration of liaison activities between
Congress and other Executive agencies. Include routine
requests for information fkom members of Congress and
replies. (Exclude primary program records covered in
SSIC 5730, para. 1 and records documenting Navy or
Marine Corps policy, plans, or highly important
transactions, including official files relating to changes in
location or status of naval facilities.)

Destroy when 2 years old.

CORRESPONDENCE WITH GOVERNMENT
OFFICIALS

1, GENERAL CORRESPONDENCE FROM U.S. AND
STATE SENATORS, CONGRESSMEN, GOVERNORS,
MAYORS, ETC. Files relate to inquiries, complaints,
etc., from constituents.

Destroy when 2 years old.

SSIC 5750

HISTORICAL MA’ITERS RECORDS

1, PRIMARY PROGRAM RECORDS.

a, Records of the Office of SECNAV. OPNAV,
Headquarters USMC and other components of the
ExeCutive Part of the DON. Records consisting of
reports, correspondence, or other documents
accumulated or prepared in connection with historical
and related functions and reflecting the administrative
history of Navy and Marine Corps.

Permanent. Retire to WNRC when no longer
needed. Transfer to NARA when 20 years old. Send
Marine Corps records to CMC (HD) when 3 years
old. CMC (l[D) transfer to NARA when 20 years
old.

b. Records of the Director of Naval Historv. Curator
for the Navy. Reports, correspondence, and other
documents prepared or accumulated in connection with
conducting research and compilation of Naval Histories,
writing and publishing official works on Naval History,
providing historical information services, coordination of

Navy Libraries and Museums, supervising and
supporting the operation of the USS CONSTITUTION,
and other elements of Navy’s Historical Program. This
tile is maintained primarily by the Director of Naval
History (DNH) but may contain some program
correspondence maintained by the Deputy Director and
Senior Historian.

Permanent. Retire to WNRC when 4 years old
or when records become inactive, whichever is later.
Transfer to NARA when 30 years old.

c. Records of the Director of Marine Coros Histom,
jCMC (HD)). Reports, correspondence, and other
documents prepared or accumulated in connection with
directing the Marine Corps Historical Program.

Permanent. Retire to WNRC when 4 years old
or when records become inactive, whichever is later.
Transfer to NARA when 30 years old.

2. RECORDS, NOT DESIGNATED PERMANENT
ELSEWHERE IN THIS MANUAL, WHICH THE
COMMANDER OR COMMANDING OFFICER
DETERMINES TO BE OF UNUSUAL IMPORTANCE
OR TO HAVE EXCEPTIONAL HISTORICAL
SIGNIFICANCE OR INTEREST. Records depicting
important unique situations of continuing interest or
important policy transactions or decisions, unusual
noteworthy events, or summarize the organizational and
functional history of the activity.

Permanent. Retire to nearest FRC when 3 years old.
Transfer to NARA when 20 years old.

3. GENERAL HISTORICAL RECORDS. Naval
Historical Center’s Maiiroom tile of reference requesta
and responses.

Retire to WNRC when 10 years old. Destroy when
20 years old.

4. LOCAL ACTIVITY OR OFFICE HISTORIES.
Locally prepared histories not required by nor submitted
to higher authority.

a. unified Commands sUDDOtiC?dby SECNAV.
Annual Command Histories and other histories prepared
by Commander in Chief U.S. Atlantic Command
(CINCUSACOM) and Commander in Chief U.S. Pacific
Command (CINCPAC).

Permanent. Transfer annually to DNH. DNH
transfer to NARA when 50 years old.
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b. Navv activities.
Command histories.

Including source files for

Retire to nearest FRC when no longer needed for
reference. Destroy when 20 years old.

c. Marine Coros activities,

Transfer to CMC (HD) when 3 years old. CMC
(HD) destroy when no longer required.

5. ORAL HISTORY RECORDS.

a. Marine Corm Field Interviews. Interviews of
Marine Corps active duty personnel or civilians in a duty
status conducted at Marine Corps field commands by
command personnel or by Marine Corps historians.
Interviews concern current operations, important events
or policies. Records are maintained by the Director of
Marine Corps History and Museums.

(1) Sound Tapes. Formatted as specified in 36
CFR, ch 1232.4.

Permanent. Transfer to NARA when 30 years old.
(N1-127-89-1)

(2) Transcripts.

Permanent. Transfer to NARA when 30 years old.
(N1-127-89-1)

(3) Documentation Sheets. Sheets that each field
oflicer is required to provide with each interview. Sheets
contain the name, date, place of interview, and a brief
synopsis.

Permanent. Transfer to NARA when 30 years old.
~1-127-89-1)

(4) Indexes to Field Interviews. Card index and/or
listings of tield interviews which have been published in
Marine Corps Bulletins.

Permanent. Transfer to NARA when tapes are
transferred. (N1-127-89-1)

b. Navy Oral Historv Prom am. Interviews of Navy
officers and enlisted personnel involved in combat actions
or in key operational supporting assignments during
periods of armed conflict. Included also are interviews of
former prisoners of war. Interviews are conducted by
Naval Historical Center personnel and field historians as
part of the Navy’s Oral History Program.

(1) Sound Tapes.

Permanent. Transfer instructions to be determined
at a later date

(2) Transcripts.

Permanent. Transfer to NARA when 50 years old.

(3) Indexes to Oral Histories.

Permanent. Transfer to NARA with transcripts.

c. Marine Corm Lectures. Sound tapes of lectures
given by senior military commanders and high ranking
civilian officials to students and faculty of the Marine
Corps Command and Staff College, Quantico. Topics
include strategy, Marine Corps operations, analysis by
commanders, poticy, and planning. These records are
maintained by the Marine Corps Historical Center and
are generally not transcribed.

Permanent. Transfer instructions to be determined
at a later date.

SSIC 5751

RESEARCH RECORDS

1. RECORD COPIES OF STUDIES AND
CORRESPONDENCE. Files contain original research
data that has continuing value.

Permanent. Transfer to NARA when no longer
needed for reference or information in connection
with the center’s mission. Marine Corps activities
transfer to CMC (lID) who will offer to NARA when
no longer needed for reference.

2. NON-RECORD COPIES OF STUDIES AND
CORRESPONDENCE. Files contain research data that
are of transitory value.

Destroy when 2 years old.

SSIC 5752

SHIPS HISTORY SOURCE FILE

1. RECORDS OF THE NAVAL HISTORICAL
CENTER DOCUMENTING THE HISTORY OF U.S.
NAVY SHIPS. Records include cruise books, builders
brochures, clippings, photographs, and miscellaneous
printed material. Exclude command histones (filed
under SSIC 5757), name files (SSIC 5030), and Deck
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Logs. SSIC 5756

Destroy when no longer needed for reference.

SSIC 5753

ARCHIVES RECORDS

1, NAVAL HISTORICAL CENTER, OPERATIONAL
ARCHIVES HOLDING RECORDS. Records
documenting the acquisition or transfer of Navy records
maintained by tbe Naval Historical Center. Files include
transfer documents, accessioning lists, certificates of
ongin, finding aids, indexes, and descriptions of the
collection.

Permanent. Transfer to NARA when records are
transferred.

SSIC 5754

ARTIFACTS AND PAINTINGS RECORDS

1, RECORDS OF THE CURATOR FOR TfIE NAVY
AND THE MARfNE CORPS HISTORICAL CENTER.
Records documenting the donation or loan of historical
properties to the Navy and documenting their origin and
location of materials and accounting responsibilities.

Retain on board. Destroy when property is returned
to lending activity.

Ssrc 5755

MUSEUM RECORDS

1. RECORDS OF THE CURATOR FOR THE NAVY
AND THE MARINE CORPS HISTORICAL CENTER.

a. Records Documenting accredation of Navy and
Marine Corm Museums. Elbibilities of Museums. and
Accountants Responsibilities.

Destroy when no longer required.

b. Inauiries from Museums on Available Historical
Naval Properties Witbout Subsequent Reauest for
Materials.

Destroy when 3 years aid.

c. Exhibit Files. Design, construction, and
background records for exhibits at Navy museums.

Destroy when exhibit is dismantled.

AIRCRAFT RECORDS

1. RECORDS OF THE CURATOR FOR THE NAVY
AND THE MARfNE CORPS HISTORICAL CENTER.
Retards related to acquisition, loan, or donation of naval

aircraft; eligibilityy of recipients; history of aircraft; and
accountability responsihifities.

Retire to WNRC when no longer needed for
reference or in connection with the center’s mission.
Destroy when 20 years old.

SSIC 5757

COMMAND HISTORIES RECORDS

1. NAVY ACTIVITIES COMMAND HISTORIES.
Annual history prepared by ships, aviation commands,
other operating force commands, and shore activities in
accordance with OPNAV INSTRUCTION 5750.12
current version. The history will include sections on
command composition and organization, a chronology of
significant events, a narrative account, and supporting
documents.

a. Original maintained by the DNH (N09BH).

Permanent. NHC transfer to NARA when 50 years
old.

b. Originator copy of shore activity Command
Histories.

Permanent. Retire to nearest FRC when 10
years old. Transfer to NARA when 20 years old.

c. Originator copy of ships, and aviation commands
histories.

Destroy when 10 years old.

2. MARINE CORPS COMMAND HISTORICAL
SUMMARY FILE. File includes copies of certificate of
lineage and honors; battle streamer entitlement; copies of
past chronology reports; press clippings from local
m“iitary and civilian newspapers; command press
releases; unit history; and photagraphsjudged to be of
historical interest. Other operating force Command
Histories. (NOTE: Marine Corps Command Chronoloszy
is filed separately under SSIC 3480 of this Manual.)

Permanent. USMC units transfer annually to CMC
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1. GENERAL CORRESPONDENCE FILES. Files
other than those specified below, including letters,
memoranda, and messages, pertaining to the routine
operations of Navy AFRTS Outlets or outlets where Navy
is Executive Agent.

HISTORICAL PLACES AND EVENTS RECORDS
Destroy when 4 years old.

Records filed under this SSIC should be retired
under SSIC 5750.2.

SSIC 5760

ORGANIZATIONS. ASSOCIATIONS, SOCIETIES>
INDIVIDUALS. AND COMMERCIAL ENTERPRISES
RECORDS

1. GENERAL CORRESPONDENCE FILES OF A
ROUTINE NATURE. Files relate to meetings,
conventions, biographical records of officers and
organizations, copies of reports and similar material.

Destroy when 2 years old.

$SIC 5770-5779

AMERICAN FORCES RADIO AND TELEVISION
SERVICE (AFRTS) RECORDS

THE RECORDS IN THIS (5770-5779) SERIES ARE
RELATED TO THE OPERATION OF THE NAVY
AFLOAT AND ASHORE AFRT OUTLETS; LIAISON
WITH DOD AND OTHER SERVICES ON AFRTS
MA’l”lXRS; THE DEVELOPMENT, PROCUREMENT
AND DISTRIBUTION OF AFRT EQUIPMENT TO
NAVY AFRT OUTLETS OR WHERE NAVY 1S
EXECUTIVE AGE~ RELATIONS WITH AFRT LOS
ANGELES REGARDING PROGRAMMING;
RELATIONS WITH THE U.S. ARMY ELECTRONICS
COMMAND TELEVIS1ON-AUDIO SUPPORT
ACTIVITY ON AFRTS MA’ITERS; LIAISON WITH
THE BROADCAST INDUSTRY ON AFRTS-RELATED
TOPICS, AND LIAISON WITH FOREIGN NATIONS
REGARDING NAVY, OR NAVY EXECUTIVE
AGENCY, AFRT OUTLETS. SECNAV-APPROVED
ESTABLISHMENT OF THE NAVAL MEDIA CENTER,
UNDER THE SUPERVISION OF CHINFO, WHO IS
RESPONSIBLE FOR OPERATING AND
MAINTAINING ALL ARMED FORCES RADIO AND
TELEVISION (AFRT) OUTLETS UNDER NAVY
JURISDICTION.

SSIC 5770

GENERAL AFRTS RECORDS

2. ACKNOWLEDGEMENT AND TRANSMI’lTAL
FILES.

Destroy when 3 years old.

3. COMMENDATION AND COMPLAINT
CORRESPONDENCE. Anonymous letters, letters of
commendation, complaint, criticism, suggestions, and
replies.

Destroy when 3 months old.

4. PROGRAM RECORDS OF THE
ESTABLISHMENT/DISESTABLISIIMENTOF NAVAL
MEDIA CENTER DETACHMENTS AND OPERATING
LOCATIONS.

Permanent. Retire to FRC when 4 years old.
Transfer to NARA when 20 years old.

5. AGREEMENTS WITH DOD, OTHER SERVICES,
OTHER NAVY COMMANDS, AND FOREIGN
NATIONS, REGARDING NAVY OR NAVY
EXECUTIVE AGENT AFRT OPERATIONS.

Permanent. Retire to FRC when 4 years old.
Transfer to NARA when 20 years old.

SSIC 5771

ADMINISTRATION AND POLICY RECORDS

1. PRIMARY PROGRAM RECORDS.

a. SECNAV. CNO. CHINFO. and Naval Media
Center. Files document the development and execution
of plans, policies, programs, and procedures regarding
AFRT relations of the DON including inter-national
affairs, public relations and congressional and legislative
matters or records which have research, legal, historical,
scientific, or cultural values worthy of preservation.

Permanent. Retire to WNRC when no longer needed
for reference. Transfer to NARA when 20 years old.

b. CMC and Other Department O~ces. Files
document the overall accomplishment of assigned AFRTS
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program responsibilities and that are not duplicated or
essentially documented in the files covered in SSIC 5771,
para. la.

Retire to WNRC when 4 years old or files become
inactive. Destroy when 10 years old.

c. Fleet and Other Maior Shore-Based Commands.
Files document policy decisions or other unusually
significant or important local transactions or transactions
of a Klghly controversial nature.

Retire to WNRC when 4 years old or files become
inactive. Destroy when 10 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
divisions, branches, or other organizational units not
essentially duplicated or summarized in records covered
in SSIC 5771, para. la.

Retire to WNRC when 2 years old or files become
inactive. Destroy when 7 years old.

SSIC 5772

PROGRAMMING AND PRODUCTION RECORDS

1. GENERAL CORRESPONDENCE FILES. Files and
other documents pertaining to tbe use and disposition of
progranuning and production materials of AFRT
operations.

Retire to nearest FRC when 2 years old or files
become inactive. Destroy when 10 years old.

SsKx?m

AFLOAT AFRT OPERATIONS RECORDS

Retire to nearest FRC when 2 years old. Destroy
when 7 years old,

~4

SHORE-BASED AFRT OPERATIONS RECORDS

1. SHORE ACTIVITIES/CONUS SUPPORTING AFRT
OPERATIONS.

Retire to nearest FRC when 2 years old. Destroy
when 7 years old.

2. SHORE ACTMTIES/OUTSIDE CONUS
CONDUCTING AFRT OPERATIONS.

Retire to nearest FRC when 2 years old. Destroy
when 10 years old.

SSIC 5775

ENGINEERING AND ECWIPMENT RECORDS

1. ENGINEERING AND EQUIPMENT MA’17’ERS
PERTAINING TO AFRT OPERATIONS.

Retire to nearest FRC when 2 years old. Destroy
when 5 years old.

~6

LOGISTICS AND SUPPLY PROCEDURES RECORDS

1. LOGISTICS MATTERS AND SUPPLY
PROCEDURES PERTAINING TO AFRT
OPERATIONS.

Retire to nearest FRC when 2 years old. Destroy
when 5 years old.

jjsIc 5777

BUDGETS RECORDS

1. BUDGETS/APPROPRIATED AND NON-
APPROPRIATED FUNDS PERTAINING TO AFRT
OPERATIONS.

Retire to nearest FRC when 2 years old. Destroy
when 5 years old.

SSIC 5778

MANPOWER RECORDS

1. MANPOWER (MILITARY AND CIVILIAN)
MA’IT’ERS PERTAINING TO AFRT OPERATIONS.

Destroy when 5 years old.

SSIC 5779

REPORTS RECORDS

1. REPORTS PERTAINING TO AFRT OPERATIONS.

Retire to nearest FRC when 2 years old. Destroy
when 5 years old.

SSIC 5780
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INTERNAL PUBLIC AFFAIRS RECORDS

1. NAVAL MEDIA CENTER.

a. Records Docu mentinx the Naval Media Center’s
O nizational Historrga v and Its Policies. programs,

Overall Procedu res, and Essential Transactions. Records
accumulated by BUPERS activities. Exclude primary
program records filed under SSIC 1000.

Retire to WNRC when 4 years old. Destroy when 10
years old.

b. COITeSD ondence Relating to the Intem~
Overation and Administration of the Activity.

Destroy when 2 years old.

2. GENERAL CORRESPONDENCE FILES. Files
include reports of activities and ofllces pertaining to
internal relations or information matters.

Destroy when 1 year old.

3. SERVICE-WIDE PERIODICALS AND
MAGAZINES. AU Hands magazines.

a. Master Files.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 10 years.

b. Photmzraohic Prints and Negatives. Files
accumulated in the production of periodicals and
magazines.

Apply SSIC 5724, para. lb.

4. LOCAL STATION NEWSPAPERS,
NEWSLETTERS, AND SIMILAR GENERAL
INTEREST PERIODICALS. Penodicah published at
least monthly, approved by the issuing command, and
containing articleslinformation concerning the
installation, the local community, and mititary and
civitian employees of the installation.

a. s~s
Bas~ r industrial facili ies. e.%!
naval shiDvards. aircraft rework facilities, training
centers, etc.

Offer to NARA Regional Archives upon closing of
the base or installation. Long running publication
series not needed for publication files should be
offered to NARA in 5-year blocks when 20 years old.

b. All other activitv newsletters/newsDaoers.

Destroy when 2 years old or no longer needed for
local reference. Do not retire to FRC.

5. STILL PHOTOGRAPHS OF NAVY AND MARINE
CORPS INSTALLATIONS AND ASSIGNED
PERSONNEL/EMPLOYEES. Photography cotkctkms
maintained by the local Pubtic Affairs Office or W&ory
otllce. Include photos taken by assigned staff as well as
official Navy photographs. Photographs accumulated
only at m~or shore activities.

Offer to NARA Regional Arcldves upon closing of
the

base or installation. Rejected offers may he
destroyed immediately.

SSIC 5800-5899

LAW AND LEGAL MATTERS RECORDS

THE RECORDS COVERED IN THE (5800-5899)
SERIES PERTAIN TO THE ADMINISTRATION OF
LAW AND LEGAL MATTERS, INCLUDING
ADMIRALTY LAW; MILITARY JUSTICE; THE
PROVIDING OF LEGAL ASSISTANCE TO NAVAL
PERSONNEL AND THEIR DEPENDENTS AND
OTHER ELIGIBLE CLIENTS; THE
ADMINISTRATION OF COURTS OF INQUIRY AND
INVESTIGATIONS; THE ADMINISTRATIVE
SE’ITLEMENT OF CLAIMS; THE HANDLING OF
LEGAL PROCESSES; LEGAL DEC1S1ONS;
OPINIONS; MEMORANDA ON MA’ITERS RELATIVE
TO LAWS; REGULATIONS; ADMINISTRATIVE
DEC1S1ONS; DIRECTIVES; PROCESSING AND
lIANDLING OF PATENT, COPYRIGHT, AND
TRADEMARK MAITERS; AND OTHER RELATED
FUNCTIONS. THESE RECORDS ARE
ACCUMULATED BY THE OFFICE OF ~ JUDGE
ADVOCATE GENERAL (OJAG), THE OFFICE OF
THE GENERAL COUNSEL (OGC), AND OTHER
DEPARTMENTAL OFFICES RESPONSIBLE FOR THE
DEVELOPMENT AND SUPERVISION OF LEGAL
PLANS, POLICIES, AND PROGRAMS, AND FOR THE
ADMINISTRATIVE REVIEW AND APPROVAL OF
LEGAL PROCEDURES AND THE ESTABLISHMENT
OF PROCEDURES; AND BY ACTIVITIES AND
OFFICES ENGAGED IN PERFORMING LEGAL
FUNCTIONS AND PROGRAMS.

SSIC 5800

GENERAL LAWS AND LEGAL MATTERS RECORDS
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1. PRIMARY PROGRAM RECORDS. Records that
reflect the overall development md accomplishment of
plans, poticies, programs, procedures, and legal processes
governing all phases of assigned legal responsibilities.

a. Files Accumulated at the Dmartmental I.evel by
JAG. the General Counsel (GC). and the Legal Staffs of
All Other Departmental Offices Including the Jodfze
Advocate and Le~a I Staffs of the Marine Corm.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old. Files with
historical information required on a continuing basis
may be retained as long as necessary before being
retired to WNRC.

b. Files Accumulated bv Branch OftIces of OGC.
(lWea that are not duplicated in SSIC 5800, para. la.

Retire to WNRC when 2 years old. Destroy when 20
years old.

c. Files Accumubtted bv the Legal Staffs of Naval
District Washington, Area Coordinators, Fleet
Commands. Other Shore Command Headquarters. and
Navv Leizal Service Oftices. Fleet Marine Forces and all
subordinate commands of the Marine Corps. (Files that
are not duplicated in SSIC 5800, para. la and b.

Retire to the nearest FRC when 2 years old. Destroy
when 20 years old.

2. GENERAL FILES. Reports and correspondence that
relate to the routine internal operation and
administration of the oftice. Files accumulated by
departmental ot%ces and bureaus, legal offices, and
branch offices of the GC.

Destroy when 2 years old.

S&lQ&Q!

LEGAL ASSISTANCE RECORDS

1. LEGAL ASSISTANCE CASE FILES. Files compiled
by individual legal assistance attorneys on behalf of
ctients consisting of interview notes, legal documents and
instruments, correspondence and original letters,
electronic data, memoranda, etc. Files accumulated and
maintained by individual legal assistance attorneys
concomitant with the attorney-client relationship.

a. Personal PaDers.

Return to client, Ids/her civilian attorney, or hislher

designated representative or destroy 2 years after
completion of legal services,

b. All Other Files.

Retain on board. Most tiles shall be destroyed 2
years after completion of legal services. Some files,
due to the possibility of fbture dispute of litigation
(e.g., wills) may be retained by the activity
indefinitely.

2. LEGAL ASSISTANCE CASE RECORD FORM
(NAVJAG S801/9) OR LOCAL EQUIVALENT FORM.
Form consists of record of client’s vMt to legal assistance
office, brief descnptian of problem, and attorney to
whom referred. Files are accumulated and maintained
by legal office receptionists for annual statistical reports
and internal management purposes.

Destroy when 3 years old.

3. LEGAL ASSISTANCE CARD FILES. Manual and
computer records designed to prevent representing
multiple clients with conflicting interests (may include
paragraph 2 above.)

Destroy when 2 years old, or later, to avoid conflict
of interest.

4. LEGAL ASSISTANCE PRODUCTMTY REPORT.
Report consists of statistical information compiled from
legal assistance case record forms or local equivalent and
other sources. Reports are prepared annually by legal
assistance attorneys either manually or through the JAG
Management Information System (JAGMIS) in
accordance with applicable regulations.

Field Oftlces: Retain on board. Destroy after
submission of annual form repart.
OJAG: Retain on board for statistical
and management purposes. Destroy when no longer
required.

5. CHRONOLOGICAL FILE. Monthly file compiled
by individual legal assistance provider, not indexed by
personal identifiers, of documents and correspondence
prepared for clients.

Destroy after 1 year.

SSIC 5802

FIDUCIARY AFFAIRS RECORDS

1. RECORDS OF CURRENTLY INCOMPETENT
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MEMBERS FOR WIIOM A TRUSTEE HAS BEEN
APPOINTED. Record consists of appointment of trustee,
competency hearing record, interview of trustee record,
annual accounting, statement of pay disbursed, discharge
of trustee, final accounting, and miscellaneous
correspondence. File accumulated by the OJAG.

Retire to WNRC 2 years after final action. Destroy 4
years after transfer.

SSIC 5810

MILITARY JU STICE RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
include reports (excluding records of trial and decisions
render~ h Ardcle 15, UCMJ (non-judicial punishment)

appeals) relating to tbe internal administration of military
justice accumulated by Commander, Naval Legal Service
Offices and other shore and fleet activities.

Maintain on station.

2. ELECTRONIC MILITARY JUSTICE CASE
TRACKING AND REPORTING SYSTEMS. Files
accumulated by OJAG.

a. Inmst data diska and oaDer records.

Delete when data base has been transferred to master
files and verified.

b. Files accumulated bv OJAG.

(1) Master tiles and historical data tapes.

Permanent. Transfer annually to NARA when
tiles are 1 year old.

(2) Systems documentation including but not
limited to, user manuals, systems descriptions, data
dictionaries, basetine requirements reports, report
listings, and the record layout/fde structure and codes for
each data file. when available, the documentation for
each data file will include any additional information
about the content of the data file and/or tbe context in
which the data file was created.

Permanent. Transfer the documentation to
NARA on an annual basis with the files in
5810.2b(l).

(3) Output data and reports.

Retire records under SSIC 5800.1 or S800.2 as
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appropriate.

c. Electronic files maintained for statistical mmsosq.

Maintain at OJAG headquarters for as long as
database is necessary for organisational analysis and
planning.

NOTE: AJI Transfers of data and documentation will be
in accordance with the provisions of 36 CFR 1228.

3. OJAG QUARTERLY CRIMINAL ACTIVITY
REPORTS.

Permanent. Transfer the reports to NARA
4 years after collection.

SSIC 5811

PRETRIAL MATTERS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to pretrial matters (military justice). Include

Article 32 investigations not resulting in General Courts-
Martial.

Destroy when 2 years old or purpose is served,
whichever is earlier.

SMMu2

COMMANDING OFFICER’S NONJUDICIAL
PUNISHMENT RECORDS

1. RECORDS SUCH AS UNIT PUNISHMENT BOOK
PAGES. Records relating to minor infractions of
mititary discipline for which no judicial punishment is
imposed.

Destroy when 2 years old.

SS[C 5813

COURTS-MARTIAL TRIAL RECORDS/ETHICS FILES

1. ETHICS FILES. Files maintained at OJAG
Headquarters and oftlce of the Director, Judge Advocate
Division, Headquarters Marine Corps, regarding
investigations, correspondence and court papera relating
to complaints brought against attorneys.

Pending disposition.

Maintain minimum 2 years at OJAG. Destroy 10
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years after final action.

2. COURTS-MARTIAL RECORDS.

a. GENERAL COURTS-MARTIAL CASES AND
SPECIAL COURTS-MARTIAL CASES. Concerning an
officer or involving a sentence to a punitive discharge

consisting of the original record of trial accumulated at
OJAG.

Retire to WNRC 2 years after completion of appellate
review. Disposition not authorized.

b. GENERAL COURTS-MARTIAL CASES AND
SPECIAL COURTS-MARTIAL CASES. Cases
concerning an officer or involvimz a sentence to a
punitive discharge consisting of cor)ies or the record of
frial accumulated and maintained bv convening
authorities.

Destroy 2 years after completion of appellate review
and case becomes final, except destroy extra or
information copies when purpose is served,
whichever is sooner. (Article 76, UCMJ, defines
finatity.)

. w MMARY AND SPECIAL COURTS-MARTIAL
CA/ES NOT INVOLVING A PUNITIVE DISCHARGE
NOR CONCERNING AN OFFICER (CONSISTING OF
THE ORIGINAL RECORD OF TRIAL).

(1) Files Accumulated and Maintained by Shore
Activities.

Retire to NPRC (MPR) 2 years after completion of
appellate review. Destroy when 15 years old.

(2) Files Accumulated and Maintained by Fleet
Activities, Including Fleet Air/Fleet Marine Force
Authorities.

Retire to NPRC (MPR) 2 years after completion of
appellate review. Destroy when 15 years old.

SSIC 5814

COURTS-MARTIAL REVIEW AND APPEALS
RECORDS

1. GENERAL FILES. Files relating to courts-martial
reviews and appeak accumulated by shore and fleet
activities.

2. APPELLATE CASE TR~CKfNG SYSTEM. This
system is used to track the status of courts-martial cases
reviewed by the Navy-Marine Corps court of criminal
appeals and appealed to the U.S. Court of Appeals for
the armed forces. Provides management and statistical
information.

a. Master files and historical data taDe$.

Permanent. Transfer annually to NARA when
the files are 1 year old.

b. Svstems documentation including but not limited
to, user manuals, systems descriptions, data dictionaries,
baseline requirements reports, report listings, and the
record layout/file structure and codes for each data file.
When available, the documentation for each data file will
include any additional information about the content of
the data tile and/or tbe context in which the data file was
created.

Permanent. Transfer the documentation to
NARA on an annual basis with tbe files in S814.2a.

c. Intmt data files and ~a~er records.

Delete when data bas been transferred to master files
and verified.

d. Outs-retdata reDorts.

Retire records under SSIC 5800.1 or 5800.2 as
appropriatee.

e. Electronic files accumulated by OJAG
Headquarters.

Maintain at Headquarters for as long as database is
necessary for organizational planning and analysis.

NOTE: All transfer of data and documentation will be in
accordance with the provisions of 36 CFR 1228.

SSIC 5815

SENTENCES RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to sentences (military justice) accumulated by
shore and fleet activities.

Destroy when 2 years old or purpose is served,
whichever is earlier.

Destroy 4 years after completion of appellate review. SSIC 5817
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PERSONNEL OF COURTS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to personnel of courts (military justice)
accumulated at shore and fleet activities. Include
Biographies of Military Judges and JAG Corps officers.

Destroy when 2 years old or purpose is served,
whichever is earlier.

SSIC 5819

MILITARY GRIEVANCE PROCEDURE RECORDS

1. COMPLAINTS OF WRONG SUBMITTED UNDER
ARTICLE 138, UCMJ: REDRESS OF VVRONG
COMMITTED BY A SUPERIOR SUBMITTED UNDER
ARTICLE 1150, U.S. NAVY REGULATIONS. 1990.
Files consist of original of the complaint or report, the
investigation into the complaint or report, the action of
the general court-martial authority, and action of
SECNAV accumulated at OJAG.

Permanent. Retire to WNRC when 3 years old.
Transfer to NARA when 20 years oId.

SSIC 5820

JURLSDICTION, MILITARY AND/OR CIVIL,
RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to jurisdictional matters, military and/or civil,
accumulated by shore and fleet activities.

Destroy when 2 years old or purpose is served,
whichever is earlier.

SSIC 5821

DELIVERY OF PERSONNEL RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to delivery of personnel accumulated by shore
and fleet activities.

Destroy when 2 years old or purpose is served,
whichever is eartier.

SSIC 5822

CIVIL COURTS RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to civil courts (jurisdiction, military, civil)

accumulated by shore and fleet activities.

Destroy when 2 years old or purpose is served,
whichever is earlier.

SSIC 5830

COURTS OF 1NQUIR% AND INVESTIGATIONS
RECORDS

1. Investigations Conducted Per Manual of the JAG of
the Navv UAGM ANl ReDorts/Records/Case Files. Files
consisting of reports of investigations and related records
regarding investigations into incidents of death or injury
to naval personnel, loss or significant damage to
government property, or other vessels, aircraft, vehicles,
or other significant incidents involving naval personnel,
as required by the JAGMAN (other than courts-mrtial
cases). This section applies to reports/records/case files
maintained by field activities and the Oftice of the Judge
Advocate General of the Navy.

Retain at activity for two years after all
administrative actions are completed, then retire to
WNRC. Destroy 75 years after all administrative
actions are completed.

2. MISCELLANEOUS INVESTIGATIVE REPORTS.
Files regarding investigations into accidents involving
government vehicles or craft or other incidents involving
personnel or naval activities (other than courts-martial
cases and claims investigations) accumulated by fleet and
shore activities. Include NAVJAG 5800 iqjury reports
and line of dutyhnisconduct investigations.

Destroy 3 years after all administrative actions are
completed.

SSIC 5840

TAXES, CUSTOMS. AND DUTIES RECORDS

1. TAXES, STATE AND LOCAL.

a. Files Accumulated at the Departmental Level by
OGC as Acmlied to Navv and Navv Contractors,

Retire to the FRC when no longer required for
reference. Destroy 10 years after transfer.

b. Files Accumulated bv Branch Offices of the
~.

Retire to the FRC when no longer required for
reference. Destroy 10 years after transfer.
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SSIC 5860-S863 for information. (Exclude tiles covered in SSIC S861,
para,l.)

OFFICE OF LEGISLATIVE AFFAIRS RECORDS
Destroy when purpose is served,

SMQM!?

LEGISLATION AND CONGRESS1ONAL ACTION
RECORD$

1. PRIMARY PROGRAM RECORDS,

a. OffIce of Legislative Affairs [oLA]. Files that
document ptans, policies, programs, procedures, and
accomplishments relating to primary program
responsibilities for congressional and legislative affairs.
(Exclude records covered in SSIC 5860, para. 2 and SSIC
5730.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

b. CNO, CMC, and Cbief of Other Oftlces. Files
that document essential or important policy transactions
relating to legislative proposabi and enactments,
congressional investigations, and other congressional
matters.

Permanent. Retire to WNRC when files become
inactive. Transfer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES PERFORMING
LEGISLATIVE OR CONGRESSIONAL LIAISON
FUNCTIONS. Files relate to the routine internal
operation and administration of the activity or oftlce.

Destroy when 2 years old.

LEGISLATIVE ENACTMENTS RECORDS

1. REFERENCE FILES OF COPIES OF
LEGISLATIVE ENACTMENTS AND RELATED
INDEX RECORDS.

Destroy when purpose is served.

SSIC 5863

CONGRESSIONAL INVESTIGATIONS RECOR~

1. GENERAL CORRESPONDENCE FILES AND
OTHER RECORDS OF OLA. Documenting its assigned

program responsibilities in regard to congressional
investigations and inquiries.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

SSIC 5870

PATENT, INVENTION, COPYRIGI~. TRADEMARK
AND ROYALTY PAYMENT RECORDS

1. PATENT, COPYRIGHT, AND TRADEMARK
PROGRAMS. Fites and documents that reflect the
overall development and accomplishment of phms,
policies, programs, procedures, and legal processes
governing all phases of the program.

a. OftIce of the Chief of Naval Research (OCNRJ.
LEGISLATIVE PROPOSALS RECORDS

1. LEGISLATIVE PROPOSAL FILES. Drafts of
proposed legislation and Executive Orders together with
supporting papers and comments reflecting the DON
position on proposed legislation or legislation already
introduced in the Congress. Include related card index
records. These are accumulated at the departmental
level, principally by OLA.

Permanent. Transfer to WNRC when files become
inactive. Offer to NARA when 20 years old.

2. LEGISLATIVE REFERENCE FILES. Copies of
proposed legislation and of Executive Orders accumulated

Permanent, Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

b. All Other Activities,

Retire to FRC when 4 years old. Destroy when 20
years old,

2. ROUTINE INTERNAL OPERATION AND
ADMINISTRATION OF ACTIVITIES CONCERNING
TME HANDLfNG OF PATENT, INVENTION,
COPYRIGHT, TRADEMARK AND ROYALTY
PAYMENT MA’ITERS. General correspondence fika
and documents at any Navy office.
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3. INVENTION DISCLOSURES AND PATENT
APPLICATIONS.

a. Documents Relating to Individual Inventions
Resulting from Disclosures bv Navy Civilian and Military
Personnel. Contractor Emdovees Under Research
Contracts Awarded bv Navv. and Individuals Outside the
m.

Retire to FRC 2 years after case becomes inactive.
Destroy 25 years after transfer.

b. Card Index Files Relating to the Aforementioned
Individual Inventions.

Transfer with function when component is
disestablished.

4. SECURITY MATTERS RELATING TO PATENT
APPLICATIONS.

a. Documents Pertaining to Review of Patent
Amfications to Ascertain Whether Thev Should be
Placed Under Secrecv Orders in the U.S. Patent and
Trademark Ofticq.

Retire to WNRC 3 years after rescission of secrecy
order or completion of other action. Destroy 9 years
after transfer.

b. Card Index Files Relating to Secrecv Orders
b.

Transfer with function when component is
disestablished.

5. LICENSES AND ASSIGNMENTS.

a. Signed Ameements with Owners of Patents, by
Which the Government Acauires an Interest.

Retire to WNRC when 5 years old. Destroy when 25
years old.

b. All Documents Relatinz to CoDvrI“ght Licenses.

Retire to WNRC after copyright expires. Destroy
when 25 years old.

c. All Documents Relating to Trademark Interests.

Retire to WNRC after trademark is abandoned by
Navy. Destroy 20 years after transfer.
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d. Licenses and Assignments of Navv Interests in
Inventions and Patents and Rovalties Paid Thereunder.

Retire to WNRC 2 years after license or patent
expires. Destroy 20 years after transfer.

6. PATENT AND COPYRIGHT INFRINGEMENT,
PREFERRED LICENSES, AND ROYALTY MATTERS.

a. All Documents Comm+siniz Correspondence,
ReDorts, Patents Prhted Material, Procurement Paswrs,
and Other Pertinent Records.

(1) OCNR.

Retire to WNRC 2 years after completion of action.
Destroy 30 years after transfer.

(2) Other than OCNR.

Transfer to OCNR 1 year after completion of action.

b. Card Index Files.

Transfer with function when component is
disestablished.

SSIC 5880

ADMIRALTY RECORDS

1. ADMIRALTY CLAIMS AGAINST THE UNITED
STATES FOR DAMAGE CAUSED BY A VESSEL IN
THE NAVAL SERVICE OR BY OTHER PROPERTY
UNDER THE JURISDICTION OF THE NAVY, OR
DAMAGE CAUSED BY A MARITIME TORT
COMMITTED BY AN AGENT OR EMPLOYEE OF
THE NAVY, AND AFFIRMATIVE CLAIMS BY THE
UNITED STATES FOR DAMAGE CAUSED BY A
VESSEL OR FLOATING OBJECT TO NAVY
PROPERTY CONSISTING OF GENERAL
CORRESPONDENCE RELATING TO ADMIRALTY
CASES INCLUDING SALVAGE CLAIMS AND
DAMAGE FROM OIL SPILLS ACCUMULATED BY
THE OJAG.

Retain at OJAG Headquarters as long as necessary.
Destroy when no longer required.

2. GENERAL CORRESPONDENCE AND
SUPPORTING DOCUMENTS RELATING TO
ADMIRALTY CASES ACCUMULATED BY THE
NAVAL LEGAL SERVICE OFFICES, DISTRICT
HEADQUARTERS, FLEET COMMANDS, AND
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OTHER SHORE COMMAND HEADQUARTERS.

Destroy 3 years after closing files or appellate review
of cases complete, whichever is later.

CLAIMS {OTHER THAN CONTRACT CLAIMS)
RECORDS

1. CLAfMS FOR OR AGAINST THE GOVERNMENT
FOR LOSS OR DAMAGE TO PROPERTY OR
PERSONAL INJURY OR DEATH. Files consist of
documents and other papers arising from the
administration of JAGMAN Chapter VIII and JAGINST
5890.1, accumulated hy the OJAG.

Destroy 4 years after final action.

2. CLAIMS, OTHER PAPERS, AND DOCUMENTS
ARISING FROM THE ADMINISTRATION OF THE
GENERAL CLAIMS REGULATION ACCUMULATED
BY FLEET OR SHORE ACTIVITIES.

Destroy 3 years after all administrative, judicial, or
other action is completed.

SSIC 5891

LITIGATION CASE FILES RECORDS

1. LITIGATION AGAINST THE UNITED STATES OR
ITS OFFICERS OR EMPLOYEES. Files concerning
matters related to the DON excepting cases arising in
admiralty, under the Federal Tort Claims Act, and all
matters within in the cognizance of the GC, consisting of
related court documents, titivation reports and general
correspondence accumulated by tbe OJAG.

OFFICES AND UNITS RESPONSHILE FOR THE
PERFORMANCE OF OFFICE OR ADMINISTRA-
TIVE SERWCES. Files include the providing of suppfiea
and equipment; the handling of office space and
maintenance matters; utilization and assignment of
parking space; and tbe furnishing of stenographic,
clerical, and other similar services. (Exclude primary
program files of departmental otllces responsible for
DON overall space planning and utilization since these
are permanent records.)

Destroy when 2 years old.

2. ADMIIWSTRATIVE OR OFFICE SERVfCE
COPIES OR REQUESTS OR REQUISITIONS FOR
OFFICE EQUIPMENT AND SUPPLIES. Requests for
services or work order requests, including building and
equipment maintenance service requests, other similar
records, and related correspondence.

Destroy when 6 months old after request is tilled or
cancelled.

3. RECORDS RELATING TO THE ROUTINE
REVIEW OF REQUESTS FOR OFFICE EQUIPMENT,
EQUIPMENT REQUIREMENT AND JUSTIFICATION
RECORDS, AND MACHINE UTILIZATION
REPORTS.

Destroy when 2 years old.

4. OFFICE (TELEPHONE) DIRECTORIES OR
OTHER SIMILAR PERSONNEL LISTINGS.

a. Official Record Cor)ies. (One copy of each).

(1) Navy activities.

Destroy with general correspondence files.
Destroy 4 years after final action.

(2) Marine Corps activities.

SSIC 5900-5999
(a) One copy of each issue.

OFFJCE SERVICES RECORDS
Forward annually and upon disestablishment, to the
CMC (HD). Destroy when no longer needed for
reference.

GENERAL OFFICE SERVICES RECORDS
(b) All other copies.

THESE RECORDS ARE ACCUMULATED
THROUGHOUT THE DON IN CONNECTION WITH
PROVIDING OFFICE SERVICES TO NAVAL
ACTIVITIES OR OFFICES.

1. GENERAL CORRESPONDENCE FILES OF

Destroy with general correspondence files.

b. Reswoductive Master or Working Cooies.

Destroy when superseded or obsolete, whichever is
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Authority.

5. MAILING OR DISTRIBUTION LISTS AND
RELATED MATERIAL.

a. Cards. Addressograph Plates, Stencils, TaDes. or
Other Mailhm Lists.

Destroy after individual cards, plates, or other
records are superseded or cancelled, or after lists are
revised or cancelled, whichever is earlier,

b. Corremondence. Reauest Forms, and Other
Records Relating to Chantzes in Mailing Lists.

Destroy when 3 months old or action has been
completed, whichever is earlier.

6. MAIL, MESSENGER, AND POSTAL SERVICE
RECORDS.

Apply SSICS 5110, and S119. (GRS 12).

7. COURIER SERVICE RECORDS.

Apply SSICS 5110 and 5119. (GRS 12).

8. TELEPIfONE SERVICE RECORDS. Copies of
agreements with background data and other records
relating to agreements for telecommunications services.

Destroy 2 years after expiration or cancellation of
agreement (GRS 12.2e).

9. PRESENTATION SERVICES AND AIDS
RECORDS. Records retating to the use of conference
rooms, graphic aids, speech aid devices, conference
reporting services, and other similar matters.

Destroy when 2 years old.

SSIC 5910

SPACE (IWOUIREMENTWALLOCATIONS) RECORDS

(1) Feeder reports and related working papers.

Destroy when 1 year old.

(2) All other tiles.

Destroy when 2 years old.

SsuM!

MAfNTENANCE RECORDS

AppIy SSIC 5910.

SSIC 5930

STENOGRAPHIC, CLERICAL, AND MESSENGER
RECORDS

1. STENOGRAPHIC NOTES OR TAPES,
DICTAPHONE DISKS, AND DRAIWS OR OTHER
TEMPORARY RECORDING MEDIA.

Destroy when transcribed.

2. INTERNAL MESSENGER RECORDS, SUCH AS
LOGS, ASSIGNMENT OR ROUTE SCHEDULES, AND
DELIVERY RECEIPTS, (See SSIC 5900, para. 6 for
other mail and messenger records.)

Destroy when 6 months old, superseded, or
cancelled, whichever is earlier.

SSIC 5940

WORD PROCESSING SYSTEMS RECORDS

1. WORD PROCESSING (WP) SYSTEMS RECORDS.
Files documenting completed studies, individual
justifications and requests, and authorisations for WP
systems or equipment.

Destroy 5 years after completion of documentation.
1. RECORDS RELATING TO REQUIREMENTS FOR
AND UTILIZATION AND RELEASE OF SPACES. (See
also SSIC 5900, para. 1.)

a. Building Plan File+

Apply SSIC 11012, para. 1.

b. SDace Holdings and Requirements Re~orts
Submitted to Higher Authoritv or to Other Coenizant
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CHAPTER 6

MEDICINE AND DENTISTRY RECORDS
SSIC 6000-6999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO THE ADMINISTRATION AND
PERFORMANCE OF MEDICAL AND DENTAL
FUNCTIONS BY THE NAVY MEDICAL
DEPARTMENT. THEY INCLUDE RECORDS OF
EXAMINATION, CARE AND TREATMENT OF
INDIVIDUALS, PHYSICAL FITNEss,
ENVIRONMENTAL, AND HEALTH CARE PROGRAM
RECORDS ACCUMULATED IN CONNECTION WITH
CARRYING OUT MEDICAL DEPARTMENT
FUNCTIONS. THESE RECORDS ARE LOCATED AT
THE BUREAU OF MEDICINE AND SURGERY
(BUMED), AT BUMED ACTIVITIES (INCLUDING
HOSPITALS), MEDICAL AND DENTAL CLINICS,
HEALTH CARE RESEARCH ACTIVITIES,
EDUCATION AND TRAINING ACTIVITIES AT
MARINE CORPS ACTIVITIES, AT OTHER MEDICAL
AND DENTAL FACILITIES AND UNITS, AT AREA
AND STAFF MEDICAL AND DENTAL OFFICES, AND
AT FEDERAL RECORDS CENTERS. SOME
EXCEPTIONS TO DISPOSAL STANDARDS ARE
NECESSARY. REGARDLESS OF AUTHORIZATIONS
IN THIS MANUAL, RECORDS DIRECTLY
RELATING TO MA’ITERS LISTED BELOW WILL
NOT BE DESTROYED UNTIL FINAL CLEARANCE
OR SE’ITLEMENT OF THE CASE:

- AN OUTSTANDING CLAIM FOR OR AGAINST
THE UNITED STATES;

- A CASE UNDER LITIGATION; OR

- AN INCOMPLETE INVESTIGATION.

SSIC 6000-6099

GENERAL MEDIC~ AND DENTISTRY RECORDS

GENERAL MEDICINE AND DENTISTRY (INCLUDE
INE co RPS STAN DARD OPERATING

PROCEDURE S RECORDS

1. PRIMARY PROGRAM AND RELATED ADJUNCT
RECORDS.

a. BUME D (Head auarters (HO) Medical
and Dental Proizram and Planning Records).

SECNAVINST 5212.SD
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(1) Primary program records. Files and records
documenting development and execution of medical
plans, policies, programs, and procedures in performance
of the assigned mission of BUMED to provide health
care, medical and dental, support to the naval
establishment.

Permanent. Cut off annually. Transfer to
Washington National Records Center (WNRC.), 4205
Suitland Rd., SuitIand, MD 20409, when 4 years old.
Offer to National Archives (NARA) tien 20 years
old.

(2) Administrative correspondence fites.
Temporary use atiunct records documenting routine
management, administration, and internal operations of
BUMED, including general correspondence files and
other temporary records relating to internal operations
(such as office services, space and maintenance,
persomel utilisation, internal administrative reports,
announcements, and similar issuances, etc. (Exclude
primary program records covered in SSIC 6000.la(l).)
(See also SSIC 6010.1.)

Destroy when 2 years old.

b. BUME dDe hD Medical an ntal Researc Activiti~.

(1) Primary program records. Files documenting
the organisation of the research activity, overall
development and accomplishment of significant research
plans, programs, and essential transactions of continuing,
long-term historical, scientific, legal, or administrative
interest.

Permanent. Cut off annually. Transfer to nearest
Federal Records Center (FRC) when S years old.
Offer to NARA when 20 years old.

(2) Administrative correspondence files.
Temporary use a@nct records documenting routine
management, administration, and internal operations of
the research activity, including general correspondence,
office services, local administrative issuances, etc. (See
also SSIC 6010.1.)

Destroy when 2 years old.

c. Other BUMED Activities

(1) Primary program records. Files and records
documenting the organisation and overalt development
and accomplishment of significant plans, special
programs, studies or projects, and essential transactions
of the activity.
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Cut off annually. Transfer to nearest FRC when 2
years old. Destroy when 25 years old.

(2) Administrative correspondence tiles. (See
afso SSIC 6010.1,)

Destroy when 2 years old.

d. Marine Corm Activiti~. Records known to be
duplicated in the files of BUMED.

Destroy when 2 years old or purpose is served,
wldchever is earlier.

2. UNIDENTIFIED RECORDS. Records relating to
Navy and Marine Corps, medicine and dentistry
operations that are not described in thk chapter.

Disposition not authorized. Submit an SF 115
following the guidefines of Part H, paragraph 4.

SSIC 6010

services, manpower requirements, workloads, contractual
service documents, and related supportive materials for
the pro~]on of hospital housekeeping, linen, laundry,
and food management functions in naval medkal
treatment facilities.

Destroy when 5 years old, provided all legal,
accounting, and contractual requirements are met.

e. Administrative Committees/Boards Files and
Records. Documentation of the actions of appointed
conunittees/boards at medical and dental activities and
hospitafs (executive, budget, medical records, library,
education and training, etc.) together with related
records and data.

Destroy when 5 years old,

f. Medical and Dental Oftlcer of the Dav (OOD]
~s. Chronological records of events such as damage,
destruction/Ioss of medical department property, medical
department 00D logs and journats maintained for
operating units, etc.

ADMINISTRATION RECORDS.
(1) Activities in a non-combat zone.

1. GENERAL ADMINISTRATION
(a) Smooth logs.

a. Staff Locator Records. Libertv/Leave Lists. and
Similar TemDorarv Use LocalIv-Devised Administrative
Forms and Journals.

Destroy when 2 years old or purpose is served,
whichever is earlier.

b. General Correspondence Files, Inspection and
Survev Files, and Hospital and Health Care Staffing
Reuorts. Records documenting the management,
administration, and internal operations of tbe
medical/dental activity, including general correspondence
files, records, and copies of reports of administrative and
management onsite surveys, military and other surveys
and inspections, and copies of reports forwarded to
BUMED.

Destroy when 10 years old.

(h) Rough logs.

Destroy when I year old.

(2) Activities in a combat zone.

(a) Smooth logs.

Transfer to National Personnel Records Center
(NPRC) Mifitary Personnel Records (MPR), 9700
Page Avenue, St. Louis, MO 63132, when 2 years
old. Destroy when 25 years old.

(b) Rough logs.
Destroy when 2 years old.

Destroy when I year old.
c. HosDital Accreditation (JCAH) Survev FIles.

Applications for survey, JCAII reports of survey, and
related correspondence.

Destroy when 5 years old.

d. Housekeeping, Linen, Laundrv, and Food
Management Service Files. Internal operating records,
files, and adjunct data pertaining to the scope and cost of

g. Medical Department Personnel Professional
Develot)ment Training Records Files. Jackets, files, and
other supportive records and tiles for active duty
members of the medical, dental, nurse, and medical
service, and hospital corps documenting education,
training, credentials, and other accomplishments.

(1)BUMED for the duration of the member’s
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active service.

Cut off annually. Transfer to NPRC (MPR) 1 year
after separation from service. Destroy 10 years after
date of separation.

(2) BUMED activities.

Destroy when 5 years old,

2. PATIENT CARE ADMINISTRATION.

a. Gum!. Morning reports of the sick) binnacle
lists, appointment records, outpatient treatment record
release files, patient evacuation manifests, requests for
clinical (medical/dental) follow-up information,
seriously/very seriously ill lists, deaths on wards, and
similar temporary use administrative forms, j oumals,
and logs.

Destroy when 2 years old or purpose is served,
whichever is earlier.

b. Nonavailabilitv Statements. Files include forms
such as DD 1251 (Patients’ Personal Effects and
Valuables) and reports of treatment and hospitalization
furnished pay patients.

Destroy when 2 years old.

c. Medical Holdin~ ComDanv Files. Reports,
messages, and related correspondence concerning
individual patients assigned to medical holding
companies.

Ms. source documents (forms, atiunct records and
related data, and automated records) used to report and
statistically summarize inpatient, outpatient, and medical
services workload and morbidhy data at hospitals and
naval medical treatment facilities.

(1) Naval Medical Information Management
Center, Bethesda, MD.

(a) Original records.

Destroy when 1 year old or purpose is served,
whichever is eartier.

(b) Punched cards.

Retain on board. Disposition to be
determined.

(c) Computer tapes and discs.

Apply SSIC 6010.2f(l)(b).

(2) Hospitals and Navy health care treatment
facilities.

Destroy when 5 years old.

g. Medical Boards. Records documenting medical
disposition of Navy and Marine Corps members.

(1) Record copies.

File original copy in individual’s health care
treatment record. Other copies are to be distributed
according to current directives.

Destroy when 2 years old.
(2) Non-record copies.

d. Medical/Dental Treatment of Militarv Personnel
by Non-Federal Facilities. Case files documenting
diagnosis, circumstances and use, etc.

Destroy 2 years after final settlement of claim,
provided appropriate data is recorded in the health
care treatment record.

e. Medical Care Evaluation/@ atitYAssurance
Proszram Ftlefi. Working tiles documenting patient care
audit, utilization review, staff appointment, and
credential functions incident to JCAH accreditation.

Destroy when S years old, superseded, outdated, or
included in summary reports, whichever is earlier.

f. In~atient and Outpatient Workload and Morbidity

Destroy when I year old.

(3) Automated records.

(a) Punched cards.

Retain on board. Disposition to be determined.

(b) Computer tapes/discs.

Apply SSIC 6010.2g(3)(a).

h. Register of Patients. Files include forms such as
DD 739, Automatic Data Processing, or other media
documenting admission of individuals to inpatient care
facilities.
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(1)Numeric sections. recorded on OPNAV 6100/2.

Retain on board for JCAH accreditation purposes.
Transfer to nearest FRC with other primary records
when activity is decommksioned. Destroy 25 years
after date of accession at the FRC.

(2) Alphabetic sections. (See afso SSIC 6150.2 a.)

Transfer with corresponding inpatient clinical records
to NPRC (MPR), St. Louis, MO. Destroy with
related records,

i. Risk Manatzement Records. Incident reports
relating to patients, staff, and others documenting
accidents, i~”uries, or other types of incidents, together
with follow-up reports and supportive correspondence
and statements including statistical displays and
summaries at BUMED and BUMED activities.

Cut off annually. Destroy when 3 years old.

SSIC 6100-6199

PHYSICAL FITNESS RECORDS

THE RECORDS IN THIS (6100-6199) SERIES ARE
RELATED TO HEALTH AND MEDICAL RECORDS
AND INCLUDE GENERAL PHYSICAL FITNESS,
PHYSICAL STANDARDS, AND PHYSICAL
EXAMINATIONS RECORDS.

1. CHRONIC OBESITY CASE FILES FOR
TREATMENT PERFORMED AT NAVAL ALCOHOL
REHABILITATION CENTERS. Individual records of
multidisciplinary residential therapy for chronically
obese DOD military personnel, dependents, and retired
personnel conducted at Naval Alcohol Rehabilitation
Centers (NARC). Records consist of standard, federal,
and DOD forms approved for program use by the Chief
of Naval Personnel as well as recommendations for after
care.

Retire to nearest FRC when 3 years old. Destroy
when 10 years old.

2. RISK FACTOR SCREENING/PHYSICAL
READfNESS TEST RESULTS. A semi-annual analysis
of the risk factors which may hit participation in the
Physical Readhss Test Program. Included are the
results of the Physical Readiness Tests and a record of
participation in the command directed physical
conditioning program. The information is usually

a. CoDv Maintained bv Command Administering
T&s&

(1) Records of Officers

Retain as a “stand-alone” file. Destroy after 5 years
old .

(2) Records of enfisted personnel

File with activity copy of enlisted members transfer
evaluation (NAVPERS 1616/24). Destroy when 5
years old.

SSIC 6150

HEALTH AND MEDICAL RECORDS

1. MILITARY HEALTH CARE TREATMENT
RECORDS. Medical and dental treatment record jackets
(file folders such as BUMED 6150/10 through 19)
providing complete individual chronological records of alf
medical and dental examination evaluations md
treatment afforded active duty Navy and Marine Corps
members throughout their service careers. The contents
of mifitary health care treatment records, medical and
dental, are prescribed by the Manual of the M#lcal
Department (MANMED), Chapters 6 and 16.

PRIOR TO 31 JAN 94: Transfer to NPRC (MPR) in
accordance with MANMED and current BUMED,
BUPERS, and MARCORPS directives. Disposition
will be in accordance with that provided for the
mifitary personnel service jacket. See afso Chapter 1,
Part 111, governing disposition of mifitary personnel
service jackets.

AFTER 31 JAN 94: Forward to Department of
Veterans Affairs, Service Medical Records Center,
P.O. Box 150950, St. Louis, MO 63115-8950

2. fNPATIENT (CLINICAL) RECORD FILES.
Individual inpatient treatment record jackets containing a
multiplicity of standard, federal, DOD, BUMED, and
other medical forms, reports, and records prescribed or
authorized for use in documenting health evaluations,
care, and treatment for any health or medical
condition/problem provided efigible persons admitted to
and discharged from naval medical treatment facilities
providing inpatient care. The records afso contain
discharge summaries of inpatient care afforded and
adjunct forms such as Privacy Act Statements. The
contents of inpatient cfinical records files are prescribed
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by current BUMED directives. NOTE: Fetal monitoring
strips (machine printouts) are a component part of the
inpatient record. The fetal monitoring strip shall be
transferred to the records center concurrent with the
correspondhg inpatient record. The monitoring strip
may be included in the same box as the corresponding
inpatient record or in a separate box. If boxed
separately, a separate alphabetic locator must be included
with the fetal monitoring strips.

Transfer to NPRC (MPR) 2 years after the calendar
year in which treated. At the time of records
transfer, screen the inpatient (clinical) record and
separate cliNcal records for persomel from the
records of dependents and other supernumerary
patients. Handle each of the following records series
as indicated in paras. 2a through 2d. (A records
“series” (group) is a block of records having tbe same
disposal authority and the same disposal date.)

a. Militarv hmatient (Clinical) Record Files.

Ship as one records series (group). Include active
duty, retired, and former military service
members--Army, Navy, Air Force, Reservists,
National Guard, Reserve Oftlcer Training Corps on
active duty, cadets and midshipmen, Coast Guard,
PIES, National Oceanic and Atmospheric
Administration, and Veterans Administration (VA)
beneficiaries. Destroy when 50 years old.

b. InDatient (Clinical) Record Files - DeDendents and
Others—.

Ship as one records series (group). Include
dependents of military/uniform service personnel,
federal government employees, civilian humanitarian,
and other non-military. Do not include records for
American Red Cross or foreign personnel (mititary
and other) or their dependents covered in SSIC
6150.2c and d. Destroy when 50 years old.

c. InDatient (Clinical) Record Files - American Red
Cross Personnel.

Transfer to Medical Director, American Red Cross,
Washington, DC 20226,2 years after the date of last
admission.

d. InDatient (Clinical) Record Files - Foreign
Personnel (Mllitarv an Other) and Their Dependents.

Give custody of inpatient records and x-rays to
foreign personnel (military member/sponsor) at the
time of the patient’s return to the parent country.

Deliver records and x-rays in a sealed envelope to the
member/sponsor or, as applicable, to the senior
member of the military group. Alternately, if not
given to the individual, transfer to BUMED 2 months
after the patient’s discharge. Annotate the patient’s
nationality on the inpatient record jacket and group
the records by country for eventual transfer to the
cognizant foreign government.

3. OUTPATIENT TREATMENT RECORD FILES.
Individual outpatient treatment record jackets containing
original records and copies of records of health
evaluations, care, and treatment provided for eligible
persons on an outpatient basis. The jackets contain
standard, federal, and other medical forms, reports, and
records prescribed or authorized for use by BUMED in
documenting the provision of outpatient care by naval
medical treatment facilities.

Transfer to NPRC (MPR) 2 years after the calendar
year in which last treated. At the time of records
transfer, screen the outpatient treatment record file
and separate outpatient treatment records for retired
mititary personnel from the records of dependents
and other supernumerary patients, American Red
Cross personnel, and foreign personnel (military and
other) and their dependents.

a. Retired Militarv Out oatient Treatment Record
~s.

Transfer as one records series (group). Include
outpatient treatment records for retired military
personnel tisted in SSIC 6150.2a, Do not include
health care treatment records for active duty Navy
and Marine Corps members. Destroy when 50 years
old .

b. Outpatient Treatment Record Files - Det)endents
and Others.

Transfer as one records series (group). Include
dependents and other patients as described in SSIC
6150.2b. Destroy when 50 years old.

c. Outpatient Treatment Record Files - American Red
Cross Personnel.

Apply SSIC 6150.2c.

d. Outpatient Treatment Record Files - Foreign
Personnel (Militarv and Other) and Their Dependents.

APPly SSIC 6150.2d.
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4. CIVILIAN EMPLOYEE OUTPATIENT
TREATMENT RECORD FILES.

a. Individual Industrial/Occugational Health Care
Treatment Records Jackets. Jackets containing original
or copies of various reports and records documenting
health evaluations, examinations, care, and treatment
provided on an outpatient status for federal government
employees, including chronological records of medical
care, reports of laboratory and x-ray findings,
consultations, and records of occupational exposure to
environmental stress (noise, radiation, or hazardous or
potentially hazardous substances such as asbestos,
pesticides, suspected carcinogens, etc.; hearing records;
vision records; immunizations; reports of medkml history;
physical condition; and similar records reflecting
treatment furnished and absences from work caused by
ilfness and i~”ury, together with supportive records and
adjunct forms, e.g., Privacy Act statements). (Exclude
records described in SSIC 6150.4 b.)

Transfer jackets of individuals separated from
civilian federal employment for over 30 days to
NPRC (CPR). Ship as a separate records series
(group). If separation date is unknown, transfer
jackets 2 years after the calendar year in which last
treated. Disposition to be determined.

b. Emdovee Health Qualification, Disability. and
Se~aration Records. Original records documenting
pfacement (health qualification records dated prior to
June 1970, and SF 78 Parts D, E, and F after this date),
physical examinations conducted incident to disability
retirement, separation for disability related
correspondence, and documentation of medical history.

File in employees official personnel folder as
pracribed by the Federal Personnel Manual.

5, INDIVIDUAL DENTAL HEALTH CARE
TREATMENT RECORDS. Dental jackets containing
dental examination and treatment forms, consultation
and laboratory reports, dental health questionnaires,
periodontal screening examinations, and related records
and data.

a. Dental Health Care Treatment Record Files for
Retired Militarv Personnel

Transfer as a separate records series (group) to
NPRC (MPR) 2 years after the calendar year in
which last treated. Destroy when 50 years old.

b. Dependents Dental Health Care Treatment
Records. Documents reflecting dental treatment provided

to dependents of military personnel and other
non-military individuals, except for DOD employees.

Transfer as one records series (group) to NPRC

(CPR) 1 year after last treatment. Destroy when 5
years old.

c. DOD Civilian Emr)lovees Dental Health Care
Treatment Records. Documents reflecting dental
treatment provided to civitian DOD employees.

Transfer as a separate records series (group) to
NPRC (CPR) 1 year after last treatment. Destroy
when 25 years old.

6. NON-RECORD COPIES OF HEALTH AND
MEDICAL RECORD FILES. All non-record copies of
forms, reports, records, and other data for which a
record copy is either filed or transcribed into any of the
treatment records fisted in SSIC 6150.1-5.

Destroy when 1 year old or purpose is served,
whichever is earlier.

7. AMBULATORY PROCEDURE VISIT (APV)
RECORDS. TMs record documents care rendered to
patients in an ambulatory surgical unit setting. This
records series includes operation reports, tissue reports,
diagnostic test results, therapeutic records, medication
records, documentation of medical care rendered to the
patient, provider and nursing notes and history and
physical reports. (?41-NU-96-4 pending)

a. Ambulat orv Procedure Vkit records of US
mifitarv Dersonnel to include retired and Naval Academy
midshi preen for Medical Treatment Facilities (MTF ]s
with or without ingatient record departments.

Transfer, in social security number order, to NPRC
(NPR) 2 years after the visit. Destroy when 50 years
old .

b. Ambulator Procedure Vkit records of non-
mititarv ~ersonnel from MTFs with or without inDatient
record departments.

Transfer, in social security number order, to
NPRC(CPR) 2 years after the visit. Destroy when 50
years old.

c. Ambulator Procedure Visit records of American
Red Cross oersonnel from MTFs with or without
innatient record des)artments.

Transfer to Medical Director, American Red Cross,
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Washington, DC 20006 two years after the visit.

d. Ambulator Procedure Visit records of active
dutv officer Coast Guard r)ersonnel from MTFs with or
without inr)atient record departments.

Transfer to the Commandant G-PO, US Coast
Guard, Washington, DC 20593 two years after the
visit.

e. Ambulator Procedure Visit records of active duty
entisted Coast Guard Dersonnel from MTFs with or
without inr)atient record departments.

Transfer to Commandant GPE, US Coast Guard,
Washington, DC 20593 two years after the visit.

f. Ambulator Procedure Vkit records of reserve
enlisted/off]cer Coast Guard Dersonnel from MTFs with
and without inpatient record departments.

Transfer to Commandant GRA, US Coast Guard,
Washington, DC 20593 two years after the visit.

g. Ambulator Procedure Visit records of Veteran$
Administration beneficiaries from MTFs with and
without inr)atient record departments.

Transfer, in Social Security Number order, to NPRC
(MPR) 2 years after the visit. Destroy when 50 years
old.

h. ,kmbulatorv Procedure Vkit records of foreiim
national militarv Dersonnel and their der)endents from
MTFs with and without inpatient record departments.
Exclude records of prisoners of war (PW) and civilian
internees (CI)

Transfer to the parent country embassy two years
after the visit. NOTE: PW/CI ambulatory

procedure visit records will be filed in the
individual PW/Cl jackets under SSIC 3460.3d.

SSIC 6200-6299

PREVENTIVE MEDICINE RECORDS

THE RECORDS IN THIS (6200-6299) SERIES ARE
RELATED TO GENERAL PREVENTIVE MEDICINE
RECORDS AND INCLUDE QUARANTINE;
COMMUNICABLE DISEASES (VENEREAL DISEASE
AND TUBERCULOSIS); PROPHYLAXIS; HYGIENE
AND SANITATION; INSECT, PEST, AND RODENT
CONTROL; OCCUPATIONAL HEALTH;

TOXICOLOGY; AND ENVIRONMENTAL QUALITY
AND POLLUTION CONTROL RECORDS.

SSIC 6200

GENERAL PREVENTIVE MEDICINE RECORDS

1. COMMUNICABLE DISEASE CASE FILES. Copies
of records documenting control/prevention of
communicable diseases maintained for reporting to
cognizant military, federal, or state/local health
authorities.

a. Formal Reports.

Destroy when 5 years old.

b. Working Files.

Destroy when data is summarized in formal reports.

2. OCCUPATIONAL HEALTH, INDUSTRIAL, AND
ENVIRONMENTAL CONTROL RECORDS. (See also
SSIC 5100.)

a. program Records. Industrial hygiene program
records accumulated by BUMED, National Capital
Region, Bethesda, naval medical activities, Navy
environmental and preventive medicine units, and Navy
Environmental Health Center, Norfolk, documenting
occupational industrial, toxicological, and environmental
stresses affecting health and preventive medicine services
provided by the activity. Included are consultation
reports, environmental monitoring records, surveys,
measurements, and exposure analyses, control logs
(chronological histories) of unusual incidents and
hazardous conditions, evaluations, and recommendations
concerning work practices, personal protective
equipment, etc., together with related supportive records.
(Exclude records covered in SSIC 6200.2b.)

Cut off annually. Transfer to the nearest FRC when
5 years old. Destroy when 75 years old.

b. Medical Surveillance Records. Original records
documenting medical surveilhmce of individuals exposed
to occupational, industrial, and environmental health
hazards (noise, radiation, asbestos, and other
contaminants), including medical histories, initial (base
line) medical examinations, and subsequent examinations,
care, and treatment provided.

File in the individual’s health care treatment record.
(See SSICS 6150.1 for military personnel and 6150.4
for civitian personnel.)

111-6-7



SECNAVINST 5212.5D
22 April 1998

c. Work Proi ect (Case) Files. Files consist of copies
of directives, standards, guides, and procedures used;
extra copies of reports of compliance, status reports,
statistical summaries, etc., submitted to higher authority;
and notes, worksheets, interim calculations, equipment
calibrations, and similar non-record materials.

Destroy when 5 years old or individual files and
records are superseded or obsolete, whichever is
earlier.

SSIC 6300-6399

GENERAL MEDICINE RECORDS

THE RECORDS IN THIS (6300-6399) SERIES ARE
RELATED TO TREATMENT AND
HOSPITALIZATION (BEDS AND
SUPERNUMERARIES) RECORDS AND INCLUDE
GENERAL MEDICINE, DISEASES AND INJURIES,
AND REHABIL1TATION AND CONVALESCENCE
RECORDS.

SS[C 6320

TREATMENT AND HOSPITALIZATION RECORDS

1. ELECTROENCEPHALOGRAM TRACINGS.

a. Normal Tracings.

Destroy when 1 year old.

b. Abnormal Tracincs.

Destroy when 5 years old.

2. EMERGENCY ROOM LOGS (CONTROL
REGISTERS).

Transfer to nearest FRC with other primary program
records when activity is disestablished. Destroy 25
years atker accession at the FRC.

3. FAMILY ADVOCACY CASE FILES. Case files,
copies of medical records, investigative reports,
committee findings, correspondence, and related
supportive records documenting abuse, neglect, or
maltreatment of family members,

a. Central Registry Records at Naval Medical
Information Management Center. Bethesda and
Headquarters Marine Corm.

Maintain electronic database for as long as necessary.

Maintain paper copies for 3 years, then destroy.

b. Family Advocacy Case Records (secondar~
medical records) at BUMED Activities and Installation
Familv Service Centers.

Retain closed cases at the activity for 4 years
following closure. Retire all ORIGINAL case records
to NPRC, St. Louis as an outpatient record 4 years
following closure of record, if there has been no
further case activity. Maintain records at NPRC for
50 years.

4. GYNECOLOGY MALIGNANCY DATA. Data
sheets, copies of medical records, punched cards,
magnetic tapes, and discs.

a. Inrmt Documents.

Destroy when 1 year old.

b. Punched Cards.

Retain on board. Disposition to be determined.

c. Comm]ter Ta~es/Discs.

Apply SSIC 6320.4b.

5. NURSING RECORDS.

a. Nursing Care Plans. Medication and Treatment
Cards, Stat/Dailv Orders, Patient Intake and Outou~
~such as DD 792), Etc.

Destroy when patient is discharged or appropriate
data has been recorded, whichever is earlier.

b. Ward ReDorts. Day Books. and Nursin~ Service

&W2@.

Destroy when I year old or purpose is served,
whichever is eartier.

6. PATHOLOGY AND CLINICAL LABORATORY
RECORDS.

a. Tissue Examinations.

(1) Pathology laboratory copies.

Destroy when 15 years old.

(2) All other copies.
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Destroy when 1 year old or purpose is served,
whichever is earlier.

b. Tumor Registries. Registries maintained at
hospitals and medical activities conducting cancer
programs.

Destroy when activity is disestablisbed.

c. Autorw Reverts. Autopsy protocols,
authorizations for autopsy and tissue donation,
toxicological examinations (requests and reports), and
related records.

Apply SSIC 6320.6a.

d. Surgical and Automv SDecimen Reference
Records. Pathology laboratory indexes, ledgers,
alphabetic name cards, AFIP contributor’s lists, and
similar records used for reference purposes (patient name
- specimen number).

(d) Operational, quality control, and
statistical accumulations.

Destroy when 90 days old.

(2) Printed reports.

(a) Interim reports.

Destroy after patient’s treatment is completed.

(b) Final reports.

Maintain in patient’s health care treatment record
jacket.

(c) Subsidiary records such as workload
reports.

Destroy when 5 years old.

(d) Laboratory logs,
Apply SSIC 6320.6a,

Destroy when 5 years old.
e. Phwical. Chemical, and Bacteriological

Examinations of Food and Water.

Destroy when 1 year old.

f. Ctinical Laboratory Workload Data. Statistical
reports of procedures performed with summary data and
related records.

Destroy when 5 years old.

g. Laboratory Information System (LABIS~.
BUMED, National Capital Region, Bethesda, MD, test
results for patients’ specimens referred to BUMED,
National Capital Region, and system generated subsidiary
records.

(1) Computer Stored.

(a) On-line registration file of current
patients by activity.

Destroy when 1 year old.

(e) Short-term census reports.

Destroy when I year old or purpose is served,
whichever is earlier.

h. Blood Transfusion Reaction Records. Case files
documenting the clinical investigation of transfusion
reactions, including transfusion ledgers
(patient-donor-crossmatch),individual reports of patient
reaction, and supportive records maintained by the
laboratory transfusion service.

Destroy when 7 years old.

i. Blood Donor and Blood Donor Center Records.
Blood donor record card (SF 572), blood donor ledgers,
and related records, including records of designated
blood donor centers (donor record charts, blood
identification tags, copies of reports of bleeding, shipping
inventories, etc.).

Destroy when 3 years old or on discontinuance of
function, whichever is earlier.

(b) Laboratory findings for inpatients.
7. PHARMACY RECORDS.

Destroy 30 days after discharge/last result entry.
a. Prescrirdions. Formularies. and DruQ Lists.

(c) Laboratory findings for outpatients.

Destroy 90 days after last result entry.
(1) Prescription forms including

“polyprescription” forms.
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Destroy when 3 years old.

(2) Formularies and drug lists (reference
publications listing medicinal substances, formulas, etc.,
and locally prepared listings of drugs).

Destroy when 3 years old, outdated, superseded, or
no longer needed for reference, whichever is earlier.

b. Narcotics, Alcohol, and Controlled Drug
Inventories and Accounting Records.

Destroy when 3 years old.

8. PSYCHIATRY, PSYCHIATRIC SOCIAL WORK,
AND CLINICAL PSYCHOLOGY RECORDS.

a. Neuromvchiatnc In~atient and (ht~atient
Workload Statistics and Psychiatric Unit Evaluations.

Destroy when 2 years old.

b. Ctinical Psvcholom Case Files. Documentation of
the clinical psychological evaluation of individuals such as
examination records of intelligence, personality,
achievement, and aptitude; test results; notes and
observations of patient’s bebavior; and abstracts/copies of
pertinent medical records and similar materials.

Transfer as a separate record series (group) to NPRC
(MPR) 2 years after last admission/treatment.

(1) Active duty and retired military personnel.

Destroy when 50 years old.

(2) All other patient categories.

Destroy when 25 years old.

c. Psychiatric Social Work Case Files. Notes of
interviews with patients, family, and other individuals
relative to the patient’s adjustment. Evaluations of
personal and social data and similar materials.

Destroy 2 years after date of admission/treatment.

9. SURGERY RECORDS. Operation schedules,
electrical conductivityy test records, anesthetic data
records, etc.

Destroy when 2 years old.

10. VISION RECORDS.

a. Evewear Prescriptions.

Destroy when 1 year old.

b. ~ Fileq. Files
accumulated by medical activities, hospitals, and branch
clinics incident to the practice of occupational optometry.

Destroy when 5 years old or purpose is served,
whichever is earlier.

SSIC 6400-6599

SPECIAL FIELDS RECORDS

THE RECORDS IN THIS (6400-6599) SERIES ARE
RELATED TO AVIATION MEDICINE RECORDS,
SUBMARINE AND DIVING MEDICINE RECORDS,
RADIOLOGICAL MEDICINE RECORDS, AND
RESEARCH RECORDS AND INCLUDE GENERAL
SPECIAL FIELDS (MEDICAL SPECIALTIES),
TROPICAL MEDICINE, AMPHIB1OUS AND FIELD
MEDICINE, AMBULATORY CARE MEDICINE,
SURGERY, MEDICAL PROBLEMS CONCERNING
SPECIAL WEAPONS, VISION, PATHOLOGY,
PSYCHIATRY, BLOOD AND DERIVATIVES, SPACE
MEDICINE, NURSING, SURFACE AND SEALI~
MEDICINE, AND PHARMACY RECORDS.

SSIC 6410

AVIATION MEDICINE RECORDS

L AVIATION PHYSICAL EXAMINATIONS AND
EVALUATION CASE FILES. Flight jackets
documenting fitness for admission to or retention in
aviation training programs and as base-line medical data
for follow-up during tbe individual’s flying career.

Cut off annually. Destroy when 30 years old.
(Transfer inactive records to the nearest FRC for
storage if space is not available locally.)

2. AEROSPACE MEDICAL TRAINING RECORDS.
Individual case files documenting training and education
in aerospace medicine and altied disciplines.

Apply SSIC 6410.1.

3. AVIATOR PHYSIOLOGY TRAINING RECORDS.
Copies of reports and records at naval aerospace
physiology training units and activities using aerospace
physiology training devices.

Destroy when 5 years old.
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$WIDMARINE AND DIVING MEDICINE RECORDS

1. DIVING AND HYPERDARIC MEDICINE
RECORDS. Case files, forms, reports, and related
records and data accumulated incident to the m~lcal
management of diving and hyperbaric casualties and
diseases maintained by medical activities and bospitats
having an undersea medicine service.

Transfer to nearest FRC when 4 years old. Destroy
when 25 years old.

2. SUBMARINE MEDICINE RECORDS. Files
documenting underwater work not in the hyperbaric state
and liaison cleating in submarine matters.

Apply SSIC 6420.1.

3. NAVY EXPERIMENTAL DIVING UNIT GENERAL
CORRESPONDENCE FILES

Destroy when 6 years old.

SSIC 6470

RAD1OLOG1CAL MEDICJNE RECORDS

L ENTRANCE AND SEPARATION X-RAYS OF
MILITARY PERSONNEL. All x-ray films exposed in
conducting medical and dental examinations for entrance
into and separation (discharge or release) from active
duty.

NOTE: NARA packing and identification instructions.
Do not bend, roll or fold fihn. Type, print, or stamp the
individual’s SSN and name, in that order, on the front of
each jacket (film folder) or envelope used for enclosing
x-rays. Retain all fitms for exantinees not assigned an
SSN until the SSN is issued. Enter the SSN on the fitm
jacket and ship to NPRC (CPR). Requisition film jackets
through normal supply channefs, standard stock items
NSN 7S30-00-612-3950, envelope, photographic negatives
(4 3/8” x 10 3/8”) and NSN 7530-00-612-4000, do., 14 1/2”
x 17 1/2”. Use negative jackets measuring 4 3/8 x 10 3/8
inches for all 4 x 10 inch and smaller size film, if any are
exposed. Do not use targer size jackets for these fitms.
Place individual identifying data parallel with and no
lower than 1 1/4 inches below the front open end of the
jacket. Do not enter data in the preprinted space
provided on the jacket,

Enclose aft tltm htrger than 4 x 10 inches in 14 1/2 x 17
U2 inch jackets. However, if 14 1/2 x 17 U2 inch jackets

are not available, use envelopes of the same size. Place
the individual’s SSN, name, grade/rate, and branch of
service f.Navy, Marine Corps, Army, Air Force, etc.) in
the space provided in the upper left corner of the 14 U2 x
17 1/2 inch jackets. If the envelopes are used, fold the
flap so that the glued surface does not come in contact
with tbe fihn. Place tbe indhidual’s identifying data in
the upper left corner parallel with tbe front top edge of
the envelope.

Use General Services Administration standard cartons,
NSN 8115-00-290-3386(18” x 15” x 5 1/2”) when shipping
records such as x-ray fihn. Reinforce the comers of
shipping cartons or packages with pressure sensitive,
water resistant tape. Use NSN 8135-00-297-66S6 (360
foot roll, 3 inches wide). Ship accumulations of films
directly to NPRC (CPR). Do not prepare SF 135. Prior
approval of the records center for shipment of entrance
and separation x-rays is not required. Show the complete
return address of the activity on all cartons or packages
of x-ray tlfms shipped to the records center. Prior to
shipment, exclude all medical (diagnostic) x-rays incident
to patient care covered under SSIC 6470.2.

NOTE: VA takes legal custody of entrance and
separation x-rays upon receipt at NPRC (CPR).

a. Entrance Dental X-Ravs (Panoramic/Full Mouth
X-rays).

Label films as entrance x-rays and file in individual’s
dental health care treatment record.

b. Entrance and Separation X-Ravs (as Prescribed by
MANMED, ChaDter 15). Entrance x-rays consist of
chest x-rays exposed in conducting the medical
examination preliminary to an individual’s entry into or
reenlistment for extended active military service in either
an officer or entisted status which include applicants
accepted for reserve or regutar enlistment for extended
active duty for training, including applicants for aviation
cadet training, oftIcer candidate school, and flying service
on entisted status; applicants accepted for appointments
as ofticers and Navy cadets; members of the reserve
ordered to active duty for training or extended active
duty under the Reserve Forces Act, as amended; former
members who reenfist for additional periods of extended
active duty; and students and graduates of officer
candidate school. Separation x-rays (vice radiology
records) consist of chest and other x-rays made as part of
the medical examination for release or discharge from
extended active mititary service for all mifitary personnel.

Transfer to NPRC (CPR) weekly or monthly,
depending on the rate of accumulation. (See Note
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for shipping instructions.) Do not hold x-rays longer
then 3 months in addition to the accumulating
month. Ship the films in weekly or monthly
increments with the oldest week or month transferred
first. Transfer x-rays in straight alphabetic or
numeric (titm number) order. Exception: Separation
x-ray of mititary personnel may be retained locally
until the indkidual has been separated or retired
then shipped per procedures set forth above.

c. Mi Iitarv Service Academies. X-rays of candidates
taken as a part of the entrance physical examination.

(f) Accepted candidates.

Forward to cognizant academy.

(2) R~ected candidates.

Destroy when 5 years old. Dispose of by salvaging.

d. Disability Separation X-Ravs. X-rays for active
duty mititary patients transferred to the VA incident to
disability separation.

Transfer to cognizant VA hospital.

e. X-Ravs of Reiected Armlicants for Mititary
Service.

(1) By reason of pulmonary tuberculosis.

Offer to state public health agency of appticant’s
home state. Dispose by salvaging if state health
officer considers tbe x-ray report sutlicient and does
not desire the fitm.

(2) For medical reasons other than diseases of
the chest.

Dispose by salvaging when findings are entered on
the physical examination form.

2. DIAGNOSTIC X-RAY FILM. X-rays taken incident
to examination, care, and treatment of patients on an
inpatient and outpatient status.

a. Medical X-Ravs, All patient categories except
entrance and separation x-rays of mifitary personnel and
x-rays of foreign personnel (military and other) and their
dependents covered in par. 6470.2b. X-rays are
maintained in terminal digit-SSN filing order in
color-coded medical x-ray film jackets (including finding
(alphabetic cross reference) media, index cards, pertinent
sections of x-ray logs, etc.).

Destroy by salvaging when 5 years old. Destroy
related cross reference media at the same time. if
space is not available locally, transfer inactive jackets
and related tlndlng med~a to the nearest FRC for
interim storage and disposal. Transfer x-rays in
terminal digit-SSN fifing order; finding media in
alphabetic order.

b. Medical X-Rays of Foreign Personnel. FIhns of
foreign personnel (mititary and other) and their
dependents.

Give custody of x-rays to the individual at time of
return to the parent country. Otherwise, destroy
when 5 years old.

c. Dental X-Ravs. X-rays for all patient categories
except entrance x-rays of mititary personnel.

Maintain in the individual’s dental health care
treatment record. Destroy by salvaging when new
x-ray is taken.

d. Unidentified Medical and Dental X-Rav$. Fitms
that cannot be identified with patients to whom they
pertain.

Destroy immediately by salvating, if economically
feasible.

e. Basefine Mammogram X-Ra vs. Baseline
mammograms for all patient categories.

Transfer with patient to new mifitary medical
treatment facility with patient’s medical records.
Retire to NPRC-CPR when record becomes
inactive (ordkarily thk occurs when 8 years old).
Destroy when 40 years old. (NI-NU-95-3)

3. X-RAYS OF CIVILIAN EMPLOYEES. Medical
diagnostic x-rays taken incident to occupationaUmdustrial
health programs for U.S. civitian employees including
adjunct records and cross reference media (index cards,
pertinent sections of x-ray logs, etc.).

a. Neflative X-Ravs.

Destroy by salvaging when 5 years old, Destroy
cross reference media at the same time.

b. Positive X-Ravs. Fitms with pathological findings
that are not static in nature and one representative x-ray
of pathological findings that are static in nature.

Transfer in numerical (terminal digit-SSN) order
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together with related finding media in alphabetic
order to NPRC (CPR), 111 Winnebago St., St. Louis,
MO 63118, in annual shipments. Include x-rays of
civilian employees separated from the naval service
over 30 days. If separation date is unknown,
transfer 2 years from the date of last x-ray
examination. Destroy when 75 years old. (Nl-NU-
94-2 pending)

4. RAD1OISOTOPE RECORDS. Copies of dosage
records, scan sheets, tracings, consultation reports, and
similar records accumulated by medical department
facilities having diagnostic/therapeutic radioisotope
services.

Destroy when 5 years old.

a. License ApDtications. Radioisotopes/by-product
materials (such as AEC Form 313 and related
documents).

Destroy 5 years after expiration of license.

b. Accountability and Inventorv Records. Records
documenting receipt, use, and disposal of
isotopefiy-product materials.

Retain on board until zero balance (no material on
hand) is achieved and the data is inspected and
certified, Destroy records with zero balance only.

c. Radioactive Material - Accident. Theft. and Loss

!@!Q!M. Copim of messages, forms, correspondence,
and related records documenting accidents, thefts, and
loss of radioactive material and/or release into the
environment reported by medical department facilities.

Destroy when 5 years old or investigative and
corrective actions have been completed, whichever is
later.

5. RADIATION EXPOSURE RECORDS. Original
records documenting exposure of individuals to external
radiation (e.g., alpha, beta, gamma, neutron, etc.,
includlng negative and positive results, skin and nasal
contamination incidents, contaminated injuries,
decontamination, and treatment) are maintained in the
health care treatment record. (See SSIC 6150.)

a. Photodosimetrv Records. Copies of
photodoaimetry records for personnel exposed to ionizing
radiation including reports of audh discrepancies, errors
in fibn exposure/iiterpretation and dosimeter readings,
defective materials, etc., and related records, summary
reports, and listings.

Destroy when 2 years old.

b. Dosimetrv Fitm. Processed photodosimetry fitm
and related film logs, worksheets, etc.

Destroy when I year old or data has been entered on
the individual’s DD 1141 or equivalent, whichever is
later.

c. $hecial ReDOrtS - Personnel Exceeding Exr)osur~
w. Case files documenting personnel exceeding
radiation exposure limits, medical evaluations/
determinations of radiation exposure related
illnessfifiury, and advisory board findings, together with
supportive records.

(1) Copies of records maintained by ships and
stations.

Destroy when 2 years old.

(2) Files maintained by BUMED.

Destroy when 75 years old,

d. Electromagnetic Radiation (EMR) Records.
Records documenting biological effects of and potential
health hazards to military and civitian personnel from
exposure/over-exposureto EMR including microwave,
lasers, radar, etc.

APPly SSIC 6470.5c.

e. Radiation Exuosure ReDorts. %munary reports
of personnel and related exposure data, including
periodic and situational reports such as MED 6470-I
(Personnel Exposure to Ionizing Radiation), together with
related forms, worksheets, and supporting tiles and
records. Include DD 1141s (Record of Occupational
Exposure to Ionizing Radiation) that are not maintained
in individual Medical Record.

Retire to nearest FRC 1 year after termination of
project or individual’s transfer from site/activity.
Destroy when 75 years old.

SSIC 6500

RESEARCH RECORDS

L MEDICAL AND DENTAL RESEARCH AND
DEVELOPMENT PROJECT FILES. Files consisting of
a complete history of each approved project/task from
initiation through the research, development, test and
evaluation process to completion or termination with
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original manuscripts of technical reports and supportive
records.

a. Accumulated bv the Activitv/Proiect Oftlce having
primary ResDonsibilitv for the R&D Effort.

(1) Preliminary, interim, and final reports.

Permanent. Transfer to nearest FRC when 5 years
old. Offer to NARA when 20 years old.

(2) Supporting records (excluding reports).

Transfer to nearest FRC when 5 years old. Destroy
when 10 years old.

b. Research ProDosals. Health care research projects
and contracts received from individuals, commercial
firms, private institutions, and others.

(1) Approved proposals solicited and unsolicited.

Incorporate with the supporting project records.
Apply SSIC 6500.Is(2).

(2) Disapproved proposals,

Destroy when 5 years old.

c. Non-Record CoDies of Research Proiect File$,
Records maintained at the project ofhce and other
participating and supporting activities.

Destroy when 5 years old or on completion/
termination of project, whichever is later.

2. CLINICAL INVESTIGATIONAL DRUG PROJECT
RECORDS. Reports and project files, forms, records,
and related data documenting use of new drugs in health
care delivery, including description of the drug, dosage,
uses, actions, side effects, and inventory and prescription
records which are maintained per federal regulations and
other authority for Navy-sponsored clinical investigations
and research studies,

a. Preliminary, Interim, and Final Rei)orts.

Permanent. Transfer to nearest FRC when 5 years
old. Offer to NARA when 20 years old.

b. Project Files (’Excloding ReDorts).

Transfer to nearest FRC when 5 years old. Destroy
when 10 years old.

c. DiSaDDrOvedand Terminated Proiect$.

Apply SSIC 6500.2b.

SSIC 6600-6699

DENTISTRY RECORDS

THE RECORDS IN THIS (6600-6699) SERIES ARE
RELATED TO GENERAL DENTISI’RY RECORDS
AND INCLUDE PROFESSIONAL SERVICE,
TREATMENT, PROSTHETIC DENTISTRY, ORAL
SURGERY, OPERATIVE DENTISTRY,
PERIODONTIA, AND DENTAL SPECIALTIES
RECORDS.

SSIC 6600

GENERAL DENTISTRY RECORDS

1. DAILY DENTAL SERVICE RECORDS.
Documentation by dental oficers of procedures and
services accomplished and used to complete dental service
reports.

Destroy when 2 years old.

2. DENTAL SERVICE REPORTS.

a. ouarterh” Dental statistical ReDOrts at BUMED.

Transfer to WNRC when 4 years old. Destroy when
15 years old.

b. C)uarterlv Dental Statistical ReDorts at Dental
Field Activities.

Destroy when 2 years old.

3. DENTAL EQUIPMENT AND FACILITIES
REPORTS. Annual reports of dental spaces, equipment,
prosthetic data, and utilities.

Apply SSIC 6000.lb,

4. DENTAL METALS. Issue records, statements, and
inventories of precious and special dental metafs.

Destroy when 2 years old.

5. PROSTHODONTICS WORK REQUESTS AND
PRESCRIPTIONS, Records of dental prostheses
fabricated and metals used. Records are maintained
alphabetically hy patient name.
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Destroy when 2 years old.

sSIC 6700-6899

EOUIPMENT AND SUPPLIES RECORDS

THE RECORDS IN THIS (6700-6899) SERIES ARE
RELATED TO GENERAL EQUIPMENT AND
SUPPLLES RECORDS AND INCLUDE DRUGS,
CHEMICALS, AND BIOLOGICAL; SURGICAL
DRESSINGS; SURGICAL AND DIAGNOSTIC;
LABORATORY AND PHARMACY DENTAL; X-RAY;
HOSPITAL; FIELD (MEDICAL KITS AND
ASSEMBLIES); OCCUPATIONAL THERAPY;
ORTHOPEDIC; OPTICAL; AND TEXTBOOKS AND
JOURNALS RECORDS.

$X31C6700

GENERAL EOUIPMENT AND SUPPLIES RECORDS

L EQUIPMENT INVENTORY RECORDS. Reports and
records documenting medical/dental equipment
acquisition, replacement, and budget requirements,
including a@unct data as to age, condition, degree of
obsolescence, etc., on forms/formats, computer listings,
punched cards, tapes, etc., at BUMED activities.

Destroy when 5 years old.

2. IONIZING RADIATION EQUIPMENT. Surveys of
equipment, including evaluations of shielding, safety
procedures, discrepancies, recolmnendations, etc.,
including copies of reports, forms, worksheets, letters,
memoranda, and similar non-record materials
documenting the formal survey program accumulated by
medical department facilities.

Destroy when 5 years old or discrepancies are
corrected, whichever is eartier.

3. EQUIPMENT MAINTENANCE AND REPAIR
RECORDS. Files maintained at BUMED activities and
medical and dental departments of the operating forces
consisting of forms, reports, and related records
documenting administration and operation of
medical/dental equipment and repair facilities in the
Navy.

Destroy when 5 years old.

a, Eauittment Maintenance Work Orders, Work
Management. and Control Records. Files and records
documenting frequency of servicing/down-time of
individual equipment items, personnel assigned

servicing-repair duties, man-hours expended, costs
generated, etc.

Destroy when 5 years old.

b. Medical/Dental EauiDment Maintenance Service
Manuals. Files maintained on equipment requiring
recurrent technical maintenance service, including
detailed instructionslmanuals for operating and servicing
parts, lists, wiring diagrams, pictorials, etc.

Retain on board throughout the life cycle of the
equipment item. Destroy after equipment dkpaaal
(replacement, salvage, or scrap).

4. LOCAL PURCHASE RECORDS. Forms/punch
cards documenting open market purchases of
medical/dental material obtained in quantities sufficient
to warrant consideration for standardkation, central
procurement, and stocking together with related
supportive records (usage data, recommendations, etc.).

a. BUMED Activities.

Destroy when 2 years old or purpose is served,
whichever is earlier.

b. Master Transaction Ta~es at the Naval Medical
Logistics Command. Ft. Detrick, MD.

Retain on board. Destroy when 5 years old.

5. OTHER EQUIPMENT AND SUPPLY RECORDS.
Copies of supply workload summaries, shelf tife records,
excess and surplus equipment and supply records (such
as SF 120), material improvement, complaint records
(such as SF 380), credit plans, and similar records at
medicalldental treatment facilities.

Destroy when 2 years old or disposition action has
been completed, whichever is earlier.

6. AUTHORIZED MEDICAL/DENTAL ALLOWANCE
LISTS (AMAL/ADAL). Including master listings,
deficiency reports and change worksheets.

a. Master data base taoes at Naval Medical Logistics
Command used to generate AMAL/ADAL.

Destroy 2 years after issuance of current
AMALIADAL.

b. Copies of AMAL/ADAL and associated
SUDD ortim? records maintained bv Navv and Marine
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Corm Units.

Destroy when superseded or no longer needed for
reference purposes.
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CHAPTER 7

FINANCIAL MANAGEMENT RECORDS
7000-7999

THE RECORDS DESCRfBED IN THIS CHAPTER ARE
ACCUMULATED IN CONNECTION WITH THE
FINANCIAL MANAGEMENT OF THE DEPARTMENT
OF THE NAVY (DON). THEY RELATE TO
BUDGETING, DISBURSING, APPROPRIATION,
FUND, AND COST ACCOUNTING, PROPERTY
ACCOUNTING, PAY ADMINISTRATION
ACCOUNTING; AUDITING (INCLUDING INTERNAL
AND CONTRACT AUDfTING); INDUSTRIAL FUND
ACCOUNTING AND FINANCKNG; FINANCIAL
MANAGEMENT REPORTING AND STATISTICfi
AND OTHER COMPTROLLER-TYPE OPERATIONS
OF APPROPRIATED AND NONAPPROPRIATED
FuNDs.

RETENTION PERIODS PRESCRIBED IN THIS
CHAPTER ARE APPLICABLE TO THE DESCRIBED
RECORDS THROUGHOUT THE DON.

CUT OFF AND DISPOSAL OF FISCAL FILES.
BUDGETARY RECORDS, APPROPRIATIONS,
FUNDS, COST ACCOUNTING, AND OTHER FISCAL
ACCOUNTING RECORDS SIIOULD BE CUT OFF
AND DISPOSED OF ON A FISCAL-YEAR (RATHER
THAN ON A CALENDAR-YEAR) BASIS,

EXCEPTIONS TO DISPOSAL STANDARD$.
REGARDLESS OF RETENTION PERIODS SPECIFIED
IN THIS CHAPTER, RECORDS DIRECTLY
RELATING TO MATTERS LISTED IMMEDIATELY
BELOW WILL NOT BE DESTROYED UNTIL FINAL
CLEARANCE IS RECEIVED OR SE’ITLEMENT OF
THE CASE:

- AN OUTSTANDING EXCEPTION BY THE
GENERAL ACCOUNTING OFFICE (GAO);

- AN UNSETTLED CLAIM BY OR AGAINST
THE UNITED STATES;

HOWEVER, ANY TEMPORARY EXTENSION OF AN
APPROVED RETENTION PERIOD MAY BE MADE
ONLY WITH THE PRIOR WR1lTEN APPROVAL OF
THE NATIONAL ARCHIVES AND RECORDS
ADMINISTRATION (NARA), AS SET FORTH IN 41
CFR 101-11 .406-8 AND REQUIRED BY 44 U.S.C.
3303a.

ANY PERMANENT ALTERATION OF AN APPROVED
RETENTION PERIOD MAY BE MADE ONLY WITH
THE PRIOR WRllTEN APPROVAL OF THE NARA,
As SET FORTIi m 41 cm lol-u.406.7 m
REQUIRED BY 44 U.S.C. 3303a.

jxl[c 7000-7099

GENERAL FINANCIAL MANAGEMENT RECORDS

SSIC 7000

1. FINANCIAL MANAGEMENT PRIMARY
PROGRAM CORRESPONDENCE RECORDS
RELATING TO THE DEVELOPMENT,
IMPLEMENTATION, INTERPRETATION AND
OVERALL ADMINISTRATION OF NAVY-WIDE
POLICIES, PROCEDURES AND PROGRAMS
PERTAINING TO FINANCIAL WAGEMENT
MATTERS. THESE RECORDS ARE ACCUMULATED
ONLY m OFFICES ReSpOnSible FOR THE
ESTABLISHMENT AND/OR ADMINISTRATION OF
NAVY-WIDE FINANCIAL POLICIES AND
PROGRAMS, SUCH AS THE OFFICE OF THE
SECRETARY, THE ASSISTANT SECRETARY OF
THE NAVY (ASSTSECNAV) (FINANCIAL
MANAGEMENT AND COMPTROLLER (FM&C)),
THE CHIEF OF NAVAL OPERATIONS (cNO), AND
TILE COMMANDANT OF THE MARINE CORPS
(CMC). RECORDS RELATE TO SUCH MATTERS
A%

a. Nwv-wide Doticies and procedures ssovernims the
development of actions and Dositions taken regarding
Congressional budget authorization and am romiation

@@s.

- A CASE UNDER LITIGATION; OR b. Navwvide Dolicies and r)rocedures goveining

iWDromiations ext)enditure and obiigation$.
- AN INCOMPLETE INVESTIGATION.

c, Navy-wide t)olicies and twocedures esta blished by
IN ADDITION, RECORDS RELATING TO FUND the ASSTSECNAV (FM&C) aovemim the development,
AUTHORIZATIONS UNDER WHICH A STATUTORY establishment and execution of budget clans and
VIOLATION IS OUTSTANDING WILL NOT BE programs.
DESTROYED UNTIL NOT1FICATION IS RECEIVED
THAT TIDI CASE HAS BEEN CLOSED, d. Navv-wide r)oticies governing the mititarv and

civilian Dawoll accounting systems.
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e. Navv-wide Dolicies, rAms and Droced ures
governing general disbursing ISroarama.

f. Navv-wide Dolicies and urocedures relating to
~rformance and conduct of audits and internal reviews.

g. Navv-wide Dolicies and nrocedures ssovernin~ the
development and execution of the Navy Industrial Fund

w~ ~rogram.

h. Other Navy-wide policies. Dronrams and
procedures in the financial management area.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5 year blocks when 20-25 years
old.

NO~. In retiring records to WNRC, activities
should cite SSIC 7000.1 and the appropriate sub-item
as the disposal authority on the SF 135 (i.e., 7000.Ic).

Activities may retire records accumulated under
more than one sub-item of SSIC 7000.1 in the same
accession. If this is done, the SF 135 should indicate
the relevant sub-items.

2. FINANCIAL MANAGEMENT GENERAL
CORRESPONDENCE. RECORDS ACCUMULATED IN
CONNECTION WITH THE ROUTINE, DAY-TO-DAY,
ADMINISTRATION AND OPERATION OF NAVY
FINANCIAL PROGRAMS. THESE RECORDS
ACCUMULATE PRIMARILY AT OPERATING
FINANCIAL OFFICES RESPONSIBLE FOR
IMPLEMENTING AND ADMINISTERING POLICIES
AND PROGRAMS ESTABLISHED BY HIGHER
ECHELON OFFICES, BUT THEY ALSO MAY BE
ACCUMULATED BY HIGHER ECHELON OFFICES
RESPONSIBLE FOR NAVY-WIDE POLICIES AND
PROGRAMS IN CONNECTION WITH THEIR
ROUTINE, DAY-TO-DAY OPERATIONS (AS

OPPOSED TO T1ffiIR ACTIVITIES COVERED BY
SSIC 7000.1). THESE RECORDS INCLUDE:

a. Correspondence relating to wsecific financial
transactions (exceDt for files relating to orecedential
and/or hiszhlv aianificant actions, accumulated bv high
echelon offices resr)onsibte for Navv-wide Dolicies which
should be filed under SSIC 7000.1).

b. Routine reauests for information concerning Navy
financial Dolicitx that do not involve the establishment or
revision of policy.

c. Comments on directives. studies, reports, and

other issuances accumulated bv off]ces not res s)onsible for
their separation.

d. Issuances DreDared bv lower echelon offices which
merelv transmit or adaDt for local conditions. Doliciq
and procedures established bv higher level off~ces and
relating bac twround DaDers.

e. Cogies retained bv DreDanng offices of remrts
submitted to higher echelon ofllces. with related feeder
material and background DaDers. including management
improvement reports, cost reduction reports, and
~omDarable rer)orts.

f. Evaluation of sut?eestions that do not result in
issuing an instruction or establishing a moiec(.

g. Extracts of reports. Reports of inspections,
surveys, or audits that pertain to the operation of the
missions or functions.

h. Records relatine to anv other ast)ects of financial
administration exclusive of records appropriate for filing
under SSIC 7000,1.

Destroy in accordance with SSICS for specific general
correspondence files included in this chapter. For
general correspondence not covered by another SSIC,
apply the following: Destroy when 4 years old.
Earlier disposal is authorized if records are no longer
needed for current operations.

3. UNIDENTIFIED RECORDS. Records relating to
Navy and Marine Corps financial management operations
that are not described in this chapter.

Disposition not authorized. Submit an SF 115
following the guidelines of part 11, paragraph 4.

4. FINANCIAL MANAGEMENT REFERENCE PAPER
FILES.

a. Notes, Drafts. Feeder Reports. News Climinm,
Similar Working Papers. and Other Materials. Items
accumulated for preparation of a communication, study,
investigation, survey, inspection, or other action. This
definition does not incksde official and quasi-official
recommendations, coordinating actions, and other
documents which contribute to or result from preparation
of the communication or other records.

Destroy 6 months after final action on project report
or 3 years after completion of report if no final
action is taken.
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b. Cards. Listisws, Indexes, and Similar Documents
~sed For Facilitating and Controlling Work.

Remove from related records and destroy when work
is completed or no longer needed for operating
purposes,

c. cm ies of Technical Documents. Intelligence
documents, emergency plans, mobilization plans, and
similar reproduced materials that do not fall within the
description for reference publications files.

Destroy when superseded, obsolete, or no longer
needed for reference.

d. con ies of Documents Received for General
Information. Copies that require no action and are not
required for documentation of specific functions.

Destroy when 1 year old or no longer needed,
whichever is sooner.

e. Extra CoDies. Documents maintained by action
officers which reflect actions taken by the action off~cer.
(Such files should not be established unless absolutely
necessary.)

Destroy when 1 year old or no longer needed,
whichever is sooner.

f. c!oDies of Documents. Items accumulated by
supervisory ofices, such as chiefs of directorates,
divisions, branches, or separate oftices. These documents
dupticate the record copy filed efsewhere in lower echelon
ofllces of the same organizational element that are
responsible for performing the action, process, or
function. (Such files should be established only when
necessary, not in each office of the same organizational
element.)

Destroy when 1 year old or no longer needed,
whichever is sooner.

5. INVESTIGATIVE REPORTS. Reports relating to
investigations into misuse of funds or monies.

Destroy when 10 years old,

SSIC 7010

NONAPPROPRIATED FUNDS RECORDS

THESE RECORDS ARE ACCUMULATED BY
MORALE, WELFARE, AND RECREATION
FACILITIES AND ACTIVITIES FINANCED FROM

NONAPPROPRIATED FUNDS (NAF), SUCH AS, BUT
NOT LIMITED TO, MILITARY MESSES AND CLUBS,
EXCHANGES, HOSTESS HOUSES, CfVILIAN CLUBS,
CAFETERIAS, SNACK BARS, STORES, AND
MILITARY AND CIVILIAN RECREATION
ACTIVITIES.

1. FINANCIAL ADMINISTRATION RECORDS OF
NAF ACHVITIES. All records relating to financial
administration, inchrdkg financial statements and
reports, checkbooks, journals, vouchers, balance sheets,
and other books and records of accounts but excluding
meal sales tickets.

Destroy when 3 years old except Marine Corps
activities retain for 4 years or upon disestablishment,
forward reserve recreation fund records to Director
of appropriate Marine Corps District, and other
recreation fund records to the regional
nonappropriated fund audhor; forward other records
not yet audited to CMC (MS).

a. Bookkeeper’s con v of meal sales tickets.

Destroy when 1 year old or once an audit of cash
control procedures has occurred, whichever occurs
eartier.

b. Kitchen coDies of meal sales tickets.

File numerically by month and retain no longer than
3 months.

2. CHARTERS, CONSTITUTIONS, BY-LAWS, AND
SIMILAR RECORDS. Files which document the
authorization and establishment of the activity.

Destroy 3 years after supersession or cancellation.

3. ADMINISTRATIVE RECORDS. General
correspondence files, inchsding reports, minutes of
meetings, and other papers relating to the operation of
the activity.

Destroy when 2 years old.

4. EMPLOYEES’ INDIVIDUAL EARNfNG RECORDS.
Earning records or other similar summary records of
individual employees’ earnings.

Place in inactive file when individual leaves activity’s
employment; transfer inactive files in annual blocks
to National Personnel Records Center (NPRC)
Civifian Personnel Records (CPR), 111 Winnebago
St., St. Louis, MO 63118. Destroy 10 years after
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employment is terminated.

5. EXCHANGE ~CORDS.

Apply SSIC 7010.14, whichever is appropriate.

6. RECREATION FI.JNrl AND MESSES AND CL~S

RECORDS.

Apply SSIC 7010.14, whichever is appropriate.

7. PERIODIC LISTING OR ()’I’mR REPORTS OF

NW ACTIVITIES.

Destroy when 2 years old.

fiio
CROSS/CO~ON SERVICING

(W3D) RECORDS
—

1. AGREEME~S FILES. Documents relating to
agreem~ts between elements of DON and other federal
departmah and agencies, or between DON and other
non-f~eral organizations or agencies, but not with
forei~ countti~. These agreements are negotiated to
provide for continued understanding between recognized
organimtions for the purpose of providing or obtaining
various types of suppo~ing services. The services include
logistic, medical, administrative facilities, and sindkr
support on a one-time or continuing basis, and on a
reimbu~ble or non-rtimbumble basis. lncIuded are

agreement check~ts, amendments, reviews, co~ents,
relatti corrmpondence, and similar documen~.

Destroy 3 years after supersestion, expiration, or
termination of the agreement.

Ssrc 7030

WORK FOR OTHER AGEN IES RECORDS

1. GE~~ CO-SPO~ENCE FILES. Records
relating to work done for other agenciw. (Exc]ude
primary program correspondence filed under SSIC
7000.1).

Destroy when 3 years old.

SPECIFIC APPROPRIATIONS/~DING
RESPONSIBILITIES RECORDS

1. PROGRAM AND FINANCIAL CONTROL FILES.

a. ASSTSECNAV (FMK) Headgua
rters (HO)-. hdYsiS mcOm of currat and proj~t~

GnanQal and quantitative data to ascefih fmatia]
requiremen~ and progr~ in terms of obligatio~ and

expenditure rate of DON’s appropriations and rem on
Significant trends.

cut off at end of fiscal year. Transfer to WNRC
when 5 years old. Destroy when 10 years old.

b. DATA AUTOMATION PL~lNG AND
OPERATION SUpPORT R13CORDS. Records which
help document the use of computer system and
program in suppoti of the budget procw: Computer
reports, users’ manuak, and corr~pondence moth
progra-ng and Automatic Data Processing (ADP)
WPPOrt activities, and similar records.

Transfer to WC 1 year atler supers-on.

Destroy 6 years after supersewion. (If rekted tapm
are permanent, retain with tape.)

C. preparations and Review.
Records documen~gthe estimat= of obligations, expenditure, and annual

carry-over of availability, (For establishment of
reprograting procedures and procmes for
reprogramming action to Congress when appropriate, see
SSIC 7133,)

(1) DON reprograting poticy and procedur~.
(Exclude Primary Program Correspondence cover~ by

WC 7000.1)

Destroy when superseded or obsolete.

(2) Reprograting actions

Destroy 3 years after account expirw for obligation
purposes.

d. Documents Used to PreDare Fiscal Rewti$.
Financial statements, charts, and graphs to sup~ti
budget presentations, studies, and econo~-c ana]Y~.
(Exclude records covered by 7102.1)

Destroy when 3 years old.

SSIC 7041

MILIT~Y PERSO~EL RECORDS

1. DON MILIT~Y PERSO~L RECORDS. Review,
evaluations, and recolmnendations on DOD components
Program Objectives Memoranda (POM) budget requmfi,
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apportionment requests, and budget execution plans for
active duty military, reserve component, and retired
military personnel. Reviews and studies which monitor
the execution of the budget for mititary personnel
appropriation.

make recommendations on POM budget requests
apportionment requests, and budget execution ptans for
all procurement appropriations and stock funds.

Permanent. Transfer to WNRC when 3 years old.
Offer to NARA when 20 years old.

Permanent. Transfer to WNRC when 10 years old.
Offer to NARA 10 years after transfer. 2. WORKING PAPERS. Budget background records

used in preparation of procurement appropriations.
2. WORKING PAPERS. Budget background records
used in preparation of military personnel appropriation. Destroy 1 year after close of fiscal year covered by

the budget.
Destroy 1 year after the close of the fiscal year
covered by the budget. 3. GENERAL CORRESPONDENCE FILES. Records of

a routine internal nature.
3. GENERAL CORRESPONDENCE FILES. Records of
a routine internal nature. Destroy when 3 years old.

Destroy when 3 years old. SSIC 7044

SSIC 7042 RESEARCII. DEVELOPMENT. TEST AND
EVALUATION (RDT&E) RECORDS

OPERATIONS AND MAINTENANCE RECORDS
1. RESEARCH AND DEVELOPMENT (R&D) FILES.
ASSTSECNAV (FM&C) CMC (P&R) documents which
review, evaluate, and make recommendations on DOD
components POM budget requests, apportionment
requests, and budget execution plans for all RDT&E
apportionments of the DOD. Studies and reports which
monitor execution of the budget for research and
development appropriation. (Include reviews,
evaluations, budget requests, studies and reports.)

1. REVfEW, EVALUATION, AND
RECOMMENDATION DOCUMENTS. Files used for
the POM budget requests, apportionment requests, and
budget execution plans for the annual cost of operations
and industrial funds. These tiles are accumulated at
ASSTSECNAV (FM&C) CMC (P&R).

Permanent. Transfer to WNRC when 10 years old.
Offer to NARA 10 years after transfer.

Permanent. Transfer to WNRC when 3 years old.
Offer to NARA when 20 years old.2. REPORTS OF THE EXECUTION OF THE

BUDGET RELATING TO OPERATIONS FUNDS.
Evaluation reports and documents which monitor
financial execution.

2. WORKING PAPERS, Budget background records
used in preparation of R&D appropriations.

Transfer to WNRC when 3 years old. Destroy when
25 years old.

Destroy 1 year after close of fiscal year covered by
tbe budget.

3. CORRESPONDENCE (WORKING) FILES. Budget
background records used in preparation of Operations
and Maintenance, Navy (O&MN) budget.

3. GENERAL CORRESPONDENCE FILES. Records of
a routine internal nature.

Destroy when 3 years old.
Destroy 1 year after close of fiscal year covered by
the budget. SSIC 7045

SsKmQ MILITARY CONSTRUCTION RECORDS

PROCURE MENT RECORDS 1. FORMULATION AND PREPARATION RECORDS.
Records that document the annual and other mititary
construction programs, based on inputs from the mq-or
claimants for consideration.

1. PROCUREMENT FILES. ASSTSECNAV (FM&C)
CMC (P&R) documents which review, evaluate, and
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Destroy when 15 years old.

2. WORKING PAPERS, Budget background records
used in preparation of mifitary construction
appropriations.

Destroy 1 year after close of fiscal year covered by
the budget.

3. GENERAL CORRESPONDENCE FILES. Records of
a routine internal nature.

Destroy when 3 years old.

SSIC 7050

HOS7-TENANT RELATIONSIfIPS (INTRA-NAVY\
RECORDS

1. BUDGET/FUNDING RECORDS. Records relating to
intra-Navy host-tenant relationships based on and in
conformance with all applicable statutes; with regulations
and policies of the OffIce of Management and Budget

(OMB), GAO, and DOD and with mission and support
assignment made by the Secretary of the Navy
(SECNAV), and the CNO, and CMC. Areas of support
include supply, medkxd and dental, fiscal, troop feeding,
local transportation, firefighting, common-use facilities,
and preservation of facilities.

Destroy when superseded, obsolete, or no longer
needed for reference.

SsLu!El

HOST-TENANT RELATIONSHIPS (INTER-
SERVICE/AGENCY) RECORDS (IWSERVEIIJ

SSIC 7100-7199

BUDG ETfNG RECORDS

THE RECORDS IN THIS (7100-7199) SERIES COVER
BUDGET AND APPORTIONMENT RECORDS
CREATED OR ACCUMULATED BY ACTIVITIES
AND OFFICES LN CONNECTION WfTH THE
PREPARATION AND JUSTIFICATION OF BUDGET
PROGRAMS FOR SUBMISSION TO THE OFFICE OF
ASSTSECNAV (FM&C) FOR PREPARATION OF A
NAVY-WIDE BUDGET. IT PROVIDES FOR
DISPOSITION OF BUDGETARY STATEMENTS,
BUDGET ESTIMATES, APPORTIONMENT
RECORDS, AND WORK PAPERS OF
DEPART~NTAL ACT1VITD3S AND OFFICES. AS

WELL AS THE MORE DETAILED BUDGETARY
STATEMENTS, ESTIMATES, AND WORK PAPERS
OF OTHER OPERATING UNITS, FIELD ACTMTfES,
AND OFFICES. PROVISION IS MADE FOR THE
PERMANENT RETENTION OF RECORDS OF THE
OFFICE OF ASSTSECNAV (FM&C) THAT REFLECT
ITS NAVY-WIDE BUDGET RESPONSIBILITIES.

~

GENERAL BUDGETING RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
relating to the administration and execution of budgetary
functions. (Exclude primary program correspondence
covered in SSIC 7000.1.)

Destroy when 2 years old.

2. BUDGET BACKGROUND RECORDS. Working
papers, cost statements, and rough data accumulated in
the preparation of annual budget estimates.

Destroy 1 year after close of fiscal year covered by
the budget.

3. BUDGET REPORT FILES. Periodic reports on the
status of appropriation accounts and apportionment.

4.

a. End of Fkcal Year Annual ReDor(.

Destroy when 5 years old.

b. All Other ReDorts.

Destroy 3 years after close of fiscal year.

BUDGET APPORTIONMENT CALL FILES.

Destroy 2 years after close of fiscal year.

~

APPROPRIATION STRUCTURE AND LANGUAGQ
RECORDS

1. BUDGET GUIDANCE RECORDS. Manuals,
handbooks and other issuances providing guidance to
DON activities relating to the preparation, submission
and review of DON budget estimates.

a. Record CoDies of Issuances with UDdates. Revisions
and Changes Maintained bv ASSTSECNAV (FM&Q
CMC (P&R~.
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Apply SSIC 7000.la.

b. All Other Co~ies.

Destroy when no longer needed for reference.

2. APPROPRIATION LANGUAGE RECORDS. Files
accumulated in connection with the preparation by DON
of language specific obligations of funds for inclusion by
the Congress in appropriation,

a. flsbmissions to OSD, with Related Justifications
Accumulated bv ASSTSECNAV (FM&C].

Permanent. Cut-off when no longer needed for
reference. Offer to NARA in 10-year blocks 20-30
years after cut-off.

b. All Other Records, Inchsdim? WorkinQ Pa~ers.

Destroy when no longer needed.

SSIC 7102

EXHIBITS AND FORMAT RECORDS

1. DON STRUCTURED CHARTS SHOWING
ALLOCATION OF BUDGET ITEMS. Charts, graphs,
tables and other records which provide an overview of
the programs and items included in the President’s
budget for DON.

a. Record CoDies Accumulated bv ASSTSECNAV
fFM&C) HQ.

Permanent. Retire to WNRC when no longer needed
for reference. Offer to NARA in 5-year blocks when
20-25 years old.

b. Other CoDies.

Destroy when no longer needed for reference.

SSIC 7110-7119

IWDGET/ESTIMATES PREPARATION RECORDS

THE RECORDS IN THIS (7110-7119) SERIES ARE
RELATED TO BUDGET/ESTIMATES PREPARATION
RECORDS AND INCLUDE REGULAR
APPROPRIATIONS, INDUSTRIAL/MANAGEMENT
FUNDS, STOCK FUNDS, AND SUPPLEMENTAL AND
DEFICIENCY APPROPRIATIONS RECORDS.

SSIC 7110

BUDGET/ESTIMATES PREPARATION RECORDS

1. BUDGET WORKING PAPERS, COST
INFORMATION, AND ROUGH DATA. F]lea created or
accumulated in the preparation of budget estimatea and
justifications or for budget review purposes,

Destroy 1 year after close of fiscal year.

2. BUDGET ESTIMATE RECORDS.

a. Consolidated Records of the OffIce of
ASSTSECNAV (FM&Cll Copies of budget estimatea and
justifications prepared or consolidated in ASSTSECNAV
(FM&C). Included are appropriation language sheets,
narrative statements, and related schedules and data.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

b. All Other BudQet Estimates and Justitications. with
Sumortinp Parsers.

Destroy 1 year after close of fiscal year covered by
the budget.

3. FIVE YEAR DEFENSE PROGRAM (FYDP)
RECORDS. Records accumulated in connection with the
development, preparation, review, submission, and
modification of the DON’s FYDP.

a. Guidance Documents Received from OSD.
Documents specifying policies and procedures to be
followed in the preparation and submission of FYDPs.

Destroy when superseded, obsolete or no longer
needed.

b. Machine-Readable data. Data concerning ships,
aircraft, military personnel, naval resources and naval
research assembled as input and transaction files to the
FYDP master or historical tile.

Destroy data after three or more update cycles.

c. FYDP Master or Historical File

Destroy previous year’s data after OSD has certified
vafidity of current year’s data.

d. Comrmter Outrmt ReDorts. Output reports from
master file generated for Navy and OSD management
use, and to provide each mtior claimant and SYSCOM a
record of their data, Includes working papers and other
hard copy data submitted to OSD, computer output
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microform and paper. review and decision documents; OSD program budget
decisions; hearings; mark-ups; and rectamas.

Destroy 6 months after update.
a. ASSTSECNAV (FM&C) HQ.

e. Svstems Documentation. Documents consisting of
descriptions of data elements, systems tayouts, codebooks,
operators and users manuals, etc.

Destroy in accordance with the instructions
applicable to the related file.

4. POMs AND RELATED RECORDS. Records relating
to the development and submission of POMs.

a. Records Accumulated by CNO and HQMC OftIces
Remonsible for Final Review and Submission of POMS.

(1) Guidance documents received from OSD.

Destroy when superseded, obsolete, or no longer
needed.

(2) All other textual records, including POMs and
related annexes; submissions by CNO program sponsors;
documents reflecting decisions made by boards and
committees charged with reviewing program sponsor
submissions; DON-prepared guidance documents.

Permanent. Retire to WNRC when 3 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

Permanent. Retire to WNRC when 3 years old.
Offer to NARA when 20 years old.

b. All Other OftIces.

Destroy 1 year after close of fiscal year to which
records retate.

2. CONGRESSIONAL RELATIONS RECORDS,

a. Records accumulated by ASSTSECNAV (FM&C~
in explaining and defending DON budget estimates before
congress and congressional committees. Included are
statements and testimonies prepared for DON witnesses;
proposed answers to anticipated questions; summaries
and anlyses of congressional actions; and related records.

Permanent. Retire to WNRC when 5 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

b. Renorts and Other Documents pret)ared by
Congressional Committees Relating to Budget Matters.
Included are reports, hearings, copies of Bills and other
records issued by the Congress and Congressional
Committees concerned with DON’s budget and
appropriations.

(3) ADP records.
Destroy when no longer needed for reference.

Submit SF-115 following the guidetines of part 11,
paragraph 4.

b. All Other Records, Including Submissions by
Claimants Accumulated bv Protzram SDonsors,

Destroy when no longer needed for reference,

SSIC 7120-7129

BUDGET REVIEW RECORDS

SSIC 7120

BUDGET REVIEW RECORDS

1. REVIEW FILES. Records relating to the
development, preparation and submission to OSD and
OMB of the DON’s budget. Records include submission
to ASSTSECNAV (FM&C) from claimants, with related

c. General Correspondence Relating to Congressional

~s. Correspondence with members of Conve= of
a routine non-policy nature. (Exclude records covered by
SSICS 7120.2a and 7000.1.)

Destroy when 5 years old.

Sslc 7130

BUDGET EXECUTION RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
relating solely to the administration and execution of the
approved budget. (Exclude primary program
correspondence filed under 7000.lc.)

a. Accumulated at ASSTSECNAV (FM&C~.

Destroy 1 year after close of fiscal year covered by
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budget. from one DON activity to another.

b, Accumulated at All Other Command$,

Destroy 1 year after close of fiscal year covered by
budget.

SSIC 7131

APPORTIONMMWWALLOCATIONS RECORDS

APPORTIONMENT RECORDS ARE DOCUMENTS
(I)D 1105) WHICH APPORTION OR REAPPORTION
APPROPRIATIONS AND ACCOUNTS TO DON.
DEPARTMENT OF TREASURY APPROPRIATION
WARRANT (FMS FORM 6200) IS THE DOCUMENT
THAT ESTABLISHES AVAILABILITY OF FUNDS IN
THE DEPARTMENT OF THE TREASURY FOR DON.
ALLOCATION DOCUMENTS (VAR1OUS FORMS)
ARE THOSE DOCUMENTS THAT PASS
OBLIGATION AUTHORITY FROM ONE NAVY
COMMAND TO ANOTHER.

1. APPORTIONMENT AND REAPPORTIONMENT
SCHEDULES (DD 1105). These schedules are prepared
by ASSTSECNAV (FM&C) and submitted to OMB via
the OffIce of the Secretary of Defense (SECDEF)
requesting apportionment or reapportionment. Approved
apportionment or reapportionment schedules are
returned to ASSTSECNAV (FM&C) via the OftIce of
SECDEF. Copies of approved apportionments and
reapportionments are forwarded by ASSTSECNAV
(FM&C) to responsible/administering oftices for
information.

a. Records Created at ASSTSECNAV (FM&C) CMC

@&!Q.

Destroy when 7 years old.

b. Records created at Other Activities.

Destroy atler expiration of appropriation,

2. APPROPRIATION WARRANTS. Appropriation
warrants are prepared by the Department of the
Treasury upon the enactment of a DOD Appropriation
Act and forwarded to ASSTSECNAV (FM&C) who is the
depository.

Destroy when 7 years old.

3. DON PROGRAM FUND ALLOCATIONS. These are
various documents issued by ASSTSECNAV (FM&C)
and other Navy activities wh]ch pass obligation authority

Destroy when 7 years old.

Smm2

FINANCIAL PLANS AND OPERATING BUDGETS
RECORDS

1. OPERATING BUDGET AND FINANCIAL FUNDS.
Records submitted to major claimants providing
operating funds for O&MN, O&MNR, and RPN.

Destroy when 6 years old.

REPROGRAMMING RECORDS

1. REPROGRAMMING ACTION (F)D FORMS 1415-1,
1415-2, AND 1415-3). Records prepared by commands
and offices and submitted to ASSTSECNAV (FM&C)
requesting reprogramming of appropriated funds in
accordance with current NAVCOMPTINST 7133.1.
ASSTSECNAV (FM&C) notifies commands and o!lices
when all necessary approvals are received.

Cut-off and transfer to nearest Federal Records
Center (FRC) after expiration of appropriation.
Destroy 4 years after cut-off.

SS[C 7200-7299

DISBURSING RECORDS

SSIC 7200

GENERAL DISBURSING RECORDS

1. GENERAL CORRESPONDENCE FILES. Records
relating to the execution of dkbursing plans, policies,
operations, and procedures. (Exclude IWrnary Program
Correspondence filed under 7000.1.)

a. Navv Activities.

Destroy when 3 years old.

b. Marine Corm Activities.

Destroy when 3 years old.

SSIC 7210

PROCUREMENT. CUSTODY. AND DISPOSITION OF
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FUNDS RECORDS a. Navv Shere Activities,

1. RECORDS OF SAFEKEEPING DEPOSITS. Records
maintained in accordance with DOD Financial
Management Regulation (DOD 7000.14-R), VO15, Chap
27.

Destroy 2 years after all deposits have heen
withdrawn.

2. ACCOUNTABLE POSITION RECORDS

a. CODies of Reauests. Copies submitted in
accordance with FMR, Vol 5, Chap 02, for accountable
positions, along with supporting documentation and
copies of approval Ietters or deniats maintained by the
Defense Finance and Accounting Service (DFAS)
servicing center.

Destroy when activity is disestablished.

b. CoDies of Documentation Related to the
Establishment of Accountable Positions. Records
includhg original approval letters from the DFAS
servicing center maintained by the activity to which the
accountable position is assigned. Also include
authorizations to hold cash at personal risk maintained in
accordance with FMR, Vol 5, Chap 02.

Destroy when the accountable position is cancelled.

MILITARY PAY RECORDS

1. JOINT UNIFORM MILITARY PAY SYSTEM
(JUMPS) MILITARY PAY ACCOUNTS
SUBSTANTIATING DOCUMENTS. All documents
substantiating pay account entitlements and rehsted
documents and certifications required to properly
maintain military pay accounts exist in two forms,
automated JUMPS input and Optical Character
Recognition (OCR) JUMPS input. Automated JUMPS
inputs are all original signature documents supporting
data submitted via automated means to the DFAS,
Cleveland, OH. This includes supporting documents
which are defined as source documents used to provide
input data into the authorized system and other
documents required to support the action. OCR JUMPS
inputs are copies of supporting data transmitted by mail
to DFAS, Cleveland, OH. This inchsdes supporting
documents which provide input for and support the
action.

Transfer to FRC 2 years after the last day of the
fiscal year in which the document was transmitted.
Destroy 6 years and 3 months after the period
covered.

b. Navy Afloat Activities.

Transfer to FRC when 1 year old or 90 days after
disbursing officer detachment date, whichever is
earlier. Destroy 6 years and 3 months after the
period covered.

c. All Marine Corm Activities.
Transfer to FRC, 1500 E. Bannister Rd., Kansas
Chy, MO 64131, when 3 years old. Destroy 6 years
and 3 months after period covered by the account.

2. COPIES OF LEAVE AND EARNING RECORDS.
Records held by disbursing oftlces and used in making
payments.

a. Navv Activities.

File in Personal Financial Records (PFR). Destroy
when 1 year old.

b. Marine Corm Activities.

Destroy 1 month after account is in balance.

3. INDEX CARDS (OR OTHER FORMS) OF PAY
AND PERSONAL FINANCIAL RECORDS. Files
maintained at disbursing offices and finance centers.

Destroy 1 year after final action entry.

4. MILITARY PERSONNEL FINANCIAL RECORDS.

a. Navv Activities.

Retain at DFAS, Cleveland, OH. Destroy after zero-
balancing the account.

b. Marine Corm Activities.

Cut-off and transfer to FRC, 1500 E. Bannister Rd.,
Kansas City, MO 64131,2 years after the year of
separation. Destroy 6 years and 3 months after cut-
off.

5. MARINE CORPS REPORTS OF DRILLS AND
ATTENDANCE. Records used for pay disbursing
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purposes.

Destroy when 3 years old,

SSIC 7230

CMLIAN PAY RECORDS

1. CIVILIAN PAYROLLS. Payroll for personal services
with covering payroll certification and summary
supporting disbursing officer returns and labor roll
summary.

Transfer to FRC when 2 years old. Destroy 6 years
and 3 months after period covered.

SSIC 7240

PUBLIC VOUCHERS RECORDS

1. PUBLIC VOUCHERS. Voucher files. Copies of
supply vouchers not covered elsewhere in part 111of this
manual. (See SSIC 7250 for copies required to support
disbursing returns and SSIC 4280 for copies in contract
or purchase order tiles. )

Destroy 3 years after the period of the account.

SSIC 7250

DISBURSING RECORDS, REPORTS AND RETURNS
RECORI)S

THESE RECORDS ARE ACCUMULATED BY
DISBURSING OFFICERS, ASHORE AND AFLOAT, AS
WELL AS CENTRAL AND ASSOCIATE DISBURSING
OFFICERS.

1. DISBURSING OFFICER ORIGINAL MONTHLY
AND DAILY RETURNS AND RELATED REPORTS.
Reports, submitted in accordance with DOD Finanical
Management Regulation (DOD 7000.14R), Vol 5, Chap
20, held by designated Operating Locations (OPLOCS)
and consolidated reports rendered by designated
OPLOCS in accordance with DOD Financial
Management Regulation (DOD 7000.14-R), Vol 5, Chap
20.

Transfer to FRC when 12 months old. Destroy 6
years and 3 months after period covered.

2. DISBURSING OFFICER RETAINED RECORDS.
FI1es of monthly or daily returns and related reports,
schedules, check records, and deposit records packaged
in accordance with DOD Financial Management

Regulation (DOD 7000.14-R), VO15, Chap 21, and
certification of settlement issued by the GAO.

a. Mifitarv Disbursing Officers.

Destroy locally 1 year after date of payment.

b. Civifian Disbursing Officers.

Destroy locally 1 year after date of payment.

3. FACSIMILE SIGNATURE FILES. Requisitions,
receipts for signature ptates, notices of issuance,
specimen signatures, and refated correspondence and
paper maintained in accordance with DOD Fkancial
Management Regulation (DOD 7000.14-R), VO15, Chap
07.

Destroy after disestabfishment of activity or transfer
of individual concerned. (Destroy by burning or
shredding.)

4. UNDELIVERED CHECKS. Control records
reflecting final disposition (remaifing, release, or
cancellation) of paychecks held or returned undelivered
and maintained in accordance with DOD Fhtancial
Management Regulation (DOD 7000.14-R), Vol 5, Chap
08.

Destroy locally 1 year after last recorded entry.

5. PAYROLLS REQUIRED TO SUPPORT
DISBURSING OFFICER RETURNS.

Apply SSIC 7250.1 or 2, whichever is applicable.

SSIC 7251

SITE-AUDITED RETURNS RECORDS

1. ACCOUNTABLE OFFICERS’ FILES,

a. Original or Ribbon CoDv of Accounting Officers’
Accounts. Records maintained for site audit by GAO
auditors, consisting of statements of transactions,
statements of accountability, collection schedules,
collection vouchers, disbursement schedules,
disbursement vouchers, and all other schedules and
vouchers or documents used as schedules or vouchers,
exclusive of freight records and payroll records. Site
audit records include, but are not timited to, the
Standard Forms (SF) listed. Afso included are equivalent
Navy forms which document the basic financial
transaction as described above: SF 1034, Public Voucher
for Purchases and Services Other Than Personal; SF
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1047, Pubfic Voucher for Refimds; SF 1069, Voucher for
AUowmces at Foreign Posts of Duty; SF 1080, Voucher
for Transfers Between Appropriations and/or Funds; SF
1081, Voucher and Schedule of Wlthdrawafs and Credits;
SF 1096, Schedule of Voucher Deductions; SF 1098,
schedule of Canceled or Undelivered Checks; SF 1113,
Pubfic Voucher for Transportation Charges; OF 1129,
cashier Reimbursement Voucher and/or Accountability
Report; SF 1145, Voucher for Payment Under Federal
Tort Claims Act; SF 1154, Public Voucher for Unpaid
Compensation Due a Deceased Civilian Employee; SF
1156, Pubfic Voucher for Fees and Mileage of Witness;
SF 1218, Statement of Accountability (Foreign Service
Account); SF 1219, Statement of Accountability; SF 1220,
Statement of Transactions According to Appropriations,
Funds, and Receipt Accounts; and SF 1221, Statement of
Transactions According to Appropriations, Funds, and
Receipt Accounts (Foreign Service Account).

Destroy 6 years and 3 months after the period of the
account.

b. Memoranda or Extra CoDies of Accountable
Officers Retum$. Files include statements of transactions
and accountability, and all supporting vouchers,
schedules, and related papers.

Destroy 3 years after the period of the account.

2. CMLIAN PAY RECORDS. Records which are
subject to GAO on-site audit. (See afso SSIC 7420.)

Apply SSIC 7251.la.

SSIC 7270

RECEIPTS RECORDS

1. CASH AND CASH RECEIPTS. Records of
collections and refunds maintained by disbursing officers
or collections or sales agents or sales offices.

Destroy 4 years after period covered by the account.

REGIONAL CONSOLIDATION PROCEDURES
RECORDS

THESE RECORDS ARE MAINTAINED IN
CONNECTION WITH CONSOLIDATION
PROCEDURES PERFORMED BY FLEET
ACCOUNTING AND DISBURSING CENTERS OR BY
HQ MARINE CORPS OR OTHER ACTIVITIES

DESIGNATED TO PERFORM CONSOLIDATION
FUNCTIONS.

1. STORES’ RETURNS RECORDS. Returns prepared
or accumulated by consolidating offices includhg returna,
reports, supporting vouchers, tapes or tistings, and other
related papers.

a. Consolidated Stores Returns.

Destroy when 3 years old,

b. Store Returns Maintained bv ReDortinz Activiti~.

Apply SSIC 7323.la or b.

2. PLANT PROPERTY RETURNS.

a. Shim’ Stores’ and Commissary Stores’ Retum$.

Destroy when 3 years old.

3. ADVISORY NOTES. Notes and related papers in
connection with administrative audits accumulated by
such activities as DFAS and other activities concerned
with administrative audits.

a. Navy Activities.

Destroy when 2 years old.

b, Marine Corm Activities.

Destroy when 3 years old.

4. ABSTRACT AND ALLOTMENT LISTINGS OF
PUBLIC VOUCIIERS AND LISTINGS OF
EXPENDITURES. (See SSIC 7302.6 for reporting
activity copies.)

a. Daily Abstracts and Listin~s,

Destroy when 1 year old.

b. Monthlv Abstracts and Listings.

Destroy when 3 years old.

c. ReDortintz Activitv CoDies.

App]y SSIC 7302.6.

SSIC 7300-7399
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APPROPR1ATION, FUND, COST, AND PROPERTY
ACCOUNTING RECORDS

GENERAL APPROPR1ATION. FUND. COST. AND
PROPERTY ACCOUNT ING RECORDS

THE RECORDS DESCRIBED IN THIS (7300) SERIES
ARE ACCUMULATED THROUGHOUT THE DON BY
ACTIVITIES AND OFFICES IN CONNECTION WITH
THE FINANCIAL CONTROL OF MONIES
APPROPRIATED, EXPENDED, AND COLLECTED,
INCLUDING THE PERFORMANCE OF
APPROPRIATION, FUND, COST, AND PROPERTY
FINANCIAL ACCOUNTING FUNCTIONS.

1. GENERAL CORRESPONDENCE FILES. Records
relating to appropriation, fund, cost, and property
accounting. (Exclude primary program correspondence
covered by SSIC 7000.1.)

Destroy when 3 years old.

2. ACCOUNTING PROCEDURES ISSUANCES.
Instructions, manuals and other issuances providing
guidance to naval activities concerning appropriation,
fund, cost and property accounting procedures, with
related background papers.

a. Record CoDv of Each Issuance, with all Revisions,
Ursdates and Changes Accumulated bv ASSTSECNAV

Qlr@!Q.

Permanent. Transfer to WNRC in 2-year blocks
when 1-2 years old. Offer to NARA in 10-year
blocks when 20-30 years old.

b. All Other Records, Includinj? Background PaDers
Accumulated bv ASSTSECNAV (FM&C).

Destroy when superseded, obsolete, or no longer
needed.

3. MASTER GENERAL ACCOUNTS LEDGERS.
Ledgers maintained by ASSTSECNAV (FM&C) or by the
Navy-wide finance network when central accounting
functions for the department are performed. These
ledgers show debit and credit entries and summarize
DON expenditures of appropriated funds.

4.

Destroy 6 years and 3 months after the close of fiscal
year involved,

GENERAL ALLOTMENT LEDGERS OPERATING
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BUDGET OF THE OFFICE OF ASSTSECNAV
(FM&C). These and other general ledgers reflecting the
overaU control of allotments/operating budgets. These
ledgers reflect the status of obligations and aUotmentz
under each authorized appropriation.

Destroy 6 years and 3 months after the close of fiscal
year involved.

5. POSTING MEDIA. Records of ASSTSECNAV
(FM&C) used subsidiary to the general accounts and
allotment/operating budget ledgers.

Destroy when 3 years old.

6. INTERFACING ACCOUNTING SYSTEMS. Systems
at DON level which provide overall accounting for the
Navy and Marine Corps not provided by component
systems and segments, including data on expenditures,
collections, disbursements and reimbursements, billing
and collecting for sales of stock funds and material with
other Defense agencies and GSA, allocates programs and
changes thereto, inchsding data in tbe execution of the
budget.

a. Insmt Data Submitted to ASSTSECNAV (FM&C\
from Responsible Accounting offices.

IXstroy after three or more update cycles.

b. Master or Historical File.

Destroy in accordance with instructions applicable to
hard copy.

c. Out~ut Data in Form of ReDorts to OSD and
Treasurv Department (COM or PaDer/.

Apply appropriate paragraphs under SSIC 7300.

d. Documentation.

Destroy in accordance with related data systems.

7. INTERFACING ACCOUNTING SYSTEMS. Systems
at responsible Navy and Marine Corps organization level
which provide appropriation accounting and budgeting
programming and expenditure information and budget
execution.

a. Input Data Submitted from Responsible
Accounting OffIce to ASSTSECNAV (FM&C) Accounting
OftIce.

Destroy after three or more update cycles,
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b. Master or Historical Filg.

Destroy in accordance with instructions applicable to
hard copy.

user-oriented Outmt Data and Reoo rts to
AS%ECNAV (FM&C). (COM or PaDer).

Apply appropriate paragraphs under SSIC 7300.

d. Documentatiom

Destroy in accordance with related data systems.

8. INTERFACING AND ACTIVITY-UNIQUE
ACCOUNTING SYSTEMS. Systems at responsible Navy
and Marine Corps Headquarters level which perform
-“or accounting and related reporting functions for
Navy, i.e., Navy and Marine Corps Stock Fund
consisting of accounting and reporting for Financial
Inventory and Stock Fund allotments in commissary
stores, ships stores, and hospitals.

a. InDut Data.

Destroy after three or more update cycles.

b. Master and Historical JMtq.

Destroy in accordance with instructions applicable to
bard copy.

~

A.

Apply appropriate paragraphs under SSIC 7300.

d. Documentation.

Destroy in accordance with related data systems.

9. iNTERFACING AND ACTIVITY UNIQUE
ACCOUNTING SYSTEMS. Systems below responsible
Navy and Marine Corps Headquarters level, which
perform major accounting and related reporting
functions for the Navy and Marine Corps Industrial
Fund consisting of financial operations for production
engineering and logistic activities, Military Sealift
Command, Shipyards, Public Works Centers, Naval
Aviation Depota, NAVCOMTELCOMS and
NAVCOMTELSTAS and research, development, test and
evaluation operations. Includes depot level maintenance
cost operations and weapon systems.

a. InRut Data.

Destroy after three or more update cycles.

b, Master and Historical Data.

Destroy in accordance with instructions applicable to
hard copy.

c. User-oriented OutDut Data and Reoorts (COM and
PaDer) to OSD and Other &encies.

Apply appropriate paragraphs under SS[C 7300.

d. Documentation.

Destroy in accordance with related data systems.

10. INTERFACING ACCOUNTING SYSTEMS.
Systems below responsible ASSTSECNAV (FM&C) CMC
(P&R) level for revolving trust funds, including grant
aid, foreign military sales, foreign military training,
transportation of material and revolving funds amociated
with the administration of Naval Academy midshipmen.

a. InRut Data.

Destroy after three or more update cycles.

b. Master and Historical Data.

Destroy in accordance titb instructions applicable to
hard copy.

c. User-oriented OutDut Data and Reuorts to the
Defense Securitv AsSstance Agencv (Machine-readable,
COM and PaDer].

Apply appropriate paragraphs under SSIC 7300.

d. Documentation.

Destroy in accordance with related data systems.

Sslc 7301

APPROPRIATION ACCOUNTING RECORDS

BUREAU AND COMMAND-TYPE APPROPRIATION
ACCOUNTING RECORDS DESCRHIED IN THIS
(7301) PARAGRAPH ARE ACCUMULATED BY
ORGANIZATIONAL UNITS OF THE NAVY AND
MARINE CORPS (AT SIIORE AND DEPARTMENTAL
LEVELS) TO WHICH APPROPRIATIONS OR
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SUBDIVISIONS THEREOF ARE ALLOCATED OR
SUBALLOCATED. INCLUDED ARE BUREAU AND
COMMAND-TYPE EXPENDITURE ACCOUNTING
ACCUMULATED AT THE BUREAU AND COMMAND
TYPE LEVEL AND BY SHORE ACTMTIES
PERFORMING SUBALLOCATION (BUREAU AND
COMMANWTYPE) ACCOUNTING. THESE
RECORDS (A) SUMMARIZE THE FINANCIAL
STATUS OF ACTIVITY AND PROGRAM
ALLOTMEIVT/OPERATING BUDGET, (B) REFLECT
THE SPECIFIC SOURCE AND NATURE OF
EXPENDITURES, (C) DETAIL THESE FINANCIAL
TRANSACTIONS, AND (D) REFLECT IN BUREAU
AND COMMAND-TYPE LEDGERS THE STATUS OF
SPECIFIC BUDGET PROJECT OR ACTIVITY
ALLOCATIONS.

EXCLUDED FROM THIS SERIES ARE NAVY
CENTRAL APPROPRIATION ACCOUNTING
RECORDS MAINTAINED BY THE OFFICE OF
ASSTSECNAV (FM&C) OR THE DFAS. THE
RECORDS THAT DOCUMENT NAVY’S OVERALL
FISCAL AND ACCOUNTING PROCEDURES AND
POLICIES AND REFLECT NAVY’S CENTRAL
ACCOUNTING OPERATIONS ARE COVERED IN
SSIC 7300.

1. ACTIVITY AND COMMAND-TYPE
APPROPRIATION CONTROL LEDGERS. Ledgers
maintained by responsible bureaus, commands, and
offices for each appropriation under their financial
cognizance or by shore activities responsible for
sub allocations.

a. Annual Ans)roDriations.

Destroy when 4 years old.

b. Continuirw Fiscal Year and Successor
ADDroDriations.

Destroy 1 year after the account is closed out for
accounting purposes.

2. BUDGET ACTIVITY CONTROL LEDGERS.
Allotment, operating budget commitment, obligation, and
expenditure summaries derived from the project control
ledgers are posted to these activity control ledgers.
(Ledger sheets are established for each budget activity.)

Apply SSIC 7301.la or b, whichever is applicable.

3. PROJECT CONTROL LEDGERS. Records
containing data posted from detailed registers of
expenditures and allotments operating budget,

commitments, and obligations.

Apply SSIC 7301.la or b, whichever is applicable.

4. GENERAL LEDGERS. Ledgers maintained for each
allotment/operating budget.

Apply SSIC 7301.la or b, whichever is applicable.

5. APPROPRIATION REPORTS. Reports on budget
status (obligation basis), reports on budget execution,
appropriation status by fiscal year program and
sub accounts, reports on reimbursement, and similar
reports.

Destroy 4 years after close of fiscal year involved.

6. FUNDS AUTHORIZATIONS. Detailed expenditure
and reimbursement documents and obligation,
commitment, expenditure, and reimbursement status
reports prepared and/or received by bureaus, commands,
and activities performing appropriation accounting
functions. Include unfunded accounts receivable reports;
funded accounts receivable reports; trial babrnce reports;
reports on reimbursable orders; status of fund
authorisation reports, formerly allotment reporW
reconciliation reports-expenditure/collections;
allotment/suballotment authorizations; resource
authorizations, project orders, and economy act orders
and vouchers.

Destroy 1 year after completion of all budget projects
under a particular budget activity.

7. MONTHLY STATEMENTS (LISTINGS). Records
received from Accounting Authorisation Activity (AAA)
Navy Information Processing Centers include obligation
and payment statements, schedules of legal obligations,
summary statements of transactions by appropriation and
subhead, and similar records.

Destroy 1 year ssfter close of fiscal year in which
statements are received.

8. DETAIL REGISTERS. Registers and tistings
reporting detailed disbursing transactions and
ad ustments to administering bureau, command, or
activity. Include detail registers received from AAA
Financial Information Processing Centers, consolidated
detail registers prepared from AAA Financial
Information Processing Centers, and summaries and
other registers of the bureau, command-type, or activity.

Destroy when 4 years old.
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9. SUMMARY REGISTERS. Registers, tistings, or
other records used to post to bureau appropriation
control ledgers. Include such records as summary
registers received from AAA Financial Information
Processing Centers, consolidated summary registers
prepared from AAA Financial Information Processing
Centers, and summaries and other registers of
responsible bureau, command-type, or activity.

Destroy when 3 years old.

10. DETAIL CARD AND TAPE RECORDS. Detailed
tabulated punched card or taped (magnetic or other)
records of expenditures and obligations used to support
detailed registers received from AAA Financial
Information Processing Centers and used to accumulate
data for cost reports.

a. Detail Card Records. Detailed cards received from
AAA Financial Information Processing Centers and
summary detail cards prepared by administering
bureaus, commands, or activities from AAA Financial
Information Processing Centers cards and other detail
cards of administering bureaus, command-type, or
activities.

(1) Records whose data have been converted to
punch or magnetic taped records.

Destroy after data has been transferred to tape and
the resulting tapes have been balanced.

(2) All other records.

Destroy 6 months after processing.

b. Detail Taw%

Destroy 6 months atler processing. Destroy magnetic
tapes by erasing data.

11. SUMMARY CARDS OR TAPE RECORDS.
Summary tabulated punched cards or equivalent taped
records of obligations and expenditures. These cards or
tapes are used to support summary registers received
horn AAA Fhancial Information Processing Centers,

a. summary Cards. Records received from AAA
Financial Information Processing Centers, consolidated
summary cards prepared by responsible bureau,
command-type, or activity from Navy financial cards,
and other summary cards of responsible bureau,
command-type, or activity.

(1) Records whose data have been converted to
punch or magnetic taped records.

Destroy after data has heen transferred to tape and
the resulting tape has been balanced.

(2) All other records.

Destroy when 1 year old.

b. Summarv TaDes.

Destroy when 1 year old. Destroy magnetic tapea by
erasing data.

12. TRIAL BALANCES. Copies of batances prepared
monthly by bureaus and connmnd-types after ledgers are
closed and final annual trial balance submitted to the
OffIce of ASSTSECNAV (FM&C), Central Accounting
and Reporting Branch. These are used to balance
bureau and command-type ledgers within each
appropriation and to reconcile appropriation cash
balances to master control accounts maintained by the
OftIce of ASSTSECNAV (FM&C). (Information is also
used as basis for reports required by Department of the
Treasury and by administrative directives,)

a. ASSTSECNAV (FM&C) CoDies.

Destroy when 4 years old.

b. All Other Copies.

Destroy when 2 years old.

13. COST ANALYSIS REPORTS. Cost data records
accumulated by bureaus, commands, and activities in
order to apply expenditures made from appropriated and
other funds to the purpose or end use for which
expended. These cost data records are accumulated from
such documents as analysis of expenditures submitted by
allottees, registers of public vouchers, military pay,
labor, material issues, reimbursements, and
miscellaneous adjustments. (Data is joumalized by
ASSTSECNAV (FM&C) to the master general ledger (see
SSIC 7300) and used to prepare Navy’s annual financial
report.) Include such records as analysis of expenditures;
analysis of appropriation charges (tabulated listing);
analysis of appropriation reimbursements (tabulated
listing); recapitulation-analysisof appropriation coats by
expenditure account; recapitulation-analysisof
appropriation reimbursement-by expenditure accounts;
and recapitulation-analysisof appropriation statistical
costs--by expenditure accounts.
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Destroy 3 years after period covered.

14. INTERNAL ALLOTMENT OPERATING BUDGET
ACCOUNTING RECORDS OF BUREAUS,
COMMANDS, AND SHORE ACTIVITIES.

Apply SSICS 7302-7331, as appropriate.

~

FUND ACCOUNT ING RECORDS

1. OBLIGATION DOCUMENTS. Requisitions and
other documents used for obligating purposes and
involved in the issue of stocks and materials and other
prospective charges and related listings reflecting
obligations and batances of funds.

a. Outstanding Cot)ies. Records of requisitions and
other commitment, obligation accounts receivable, and
accounts payable documents.

Retain until no longer outstanding, then apply SSIC
7302.lb,

b. All Other Conies. Issue copies of material
requisitions, a~”ustment documents, etc.

Destroy when 2 years old or 1 year after submission
of final report of funds concerned, whichever is later.

2. ACCOUNT LEDGERS, JOURNALS, AND
RECORDS. Ledger, journal, and record summaries of
fiscal data used as posting and control media for
accounting (fiscal) data.

a. Subsidiary Ledizers. Journals. and Records.
Obligation, receipt, and expenditure ledgers; control
ledgers; journal vouchers; reimbursable work order
records; other records; and other subsidiary ledgers.

Destroy when 2 years old or 1 year after final report,
whichever is later.

b. Trial Balance Ledgers. Records from which trial
balances are prepared for submission to Navy finance
network and bureaus, commands, and oftlces for posting
to general ledgers.

Destroy when 2 years old or 1 year after final report,
whichever is later.

c. General Accounts Ledgers. Records maintained by
Navy finance network or OtYice of ASSTSECNAV
(FM&C) (and by other activities and otlices when trial
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balances are not submitted to Navy finance network or
departmental ot%ces).

Destroy 6 years and 3 months after the close of the
fiscal year involved.

3. INSPECTION REPORTS. Accounting copies on
material received.

a. Rer)orts Used for Matchinfz with VoucbW.
Matched inspection reports filed with disbursing officer
vouchers.

Destroy 2 years after payment is made.

b. Other Accounting CoDies of Insmct ion ReDorts.

Destroy when 1 year old.

4. MACIIINE MATCHINGS OF VOUCHERS WITH
INSPECTION REPORTS. Inspection report cards or
other similar records matched with vouchers.

a. Monthly Unmatched Voucher$.

Destroy when superseded.

b. All Other Vouchers.

Destroy 1 year after matching.

5. VOUCIB3R FILES AND RELATED TABULATED
LISTINGS.

a. Navv Fbumcial Network CoDies.

Destroy when 2 years old.

b. Vouchers Used in Store Returns.

ApPly SSIC 7323.2.

c. Vouchers Covering Plant Account Items.

Apply SSIC 7321.5a or b.

d. All Other Vouchers.

Destroy when 2 years old.

6. ABSTRACTS OF VOUCHERS. Abstracts received
from Navy finance network,

Destroy 1 year after date of payment.
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7. SUMMARIES OF INVOICES.

h-troy 1 year after all invoices are matched against
summary listings.

8. UNLIQUIDATED OBLIGATION/UNDELIVERED
ORDEWFUND CONTROL FILES. Work papers, such
as adding machine tapea, applicable notations, and other
similar papers indicating that the activity has reviewed its
unliquidated obligations/undelivered orders files and
other fund control files.

Destroy when reviewed by internal auditor 1 year
after final report, whichever is sooner.

9. CASH TRANSACTION REPORTING RECORDS.
Records maintained to report cash transactions, such as
imprest funds, to disbursing and fiscal ofticers.

Destroy when 2 years old.

10. NAVAL CRIMINAL INVESTIGATIVE SERVICE
(NCIS) OPERATIONAL FUNDS RECORDS (Nl.~.98-
2 pending) *NOTE: Electronic version of records
created by electronic mail or word-procedng
applications may be deleted when file copy is generated
or when no longer needed for reference or updating.

a. NCIS Collection and Classification of Information
~C&CI) Funds Files. Information on the expenditure of
funds for expenses incurred in discharging assigned law
enforcement and foreign counterintelligence duties not
otherwise payable from DON funds. Included are
vouchers, subvouchers and supporting information,
records of advanced funds, voucher registers, reports,
inspections, audits and other information relating to the
use of C&Cl funds. (*See above)

Destroy 5 years following the end of the fiscal year in
which the actions occurred, except:

(1) Records of statement of agent officer’s
accounts and emergency/extraordinary expense
expenditures held in field oftlces (absent any
discrepancies):

Destroy after 3 years.

(2) Records of claims for confidential funds held
in field offices (absent any discrepancies):

Destroy after 2 years.

b. NCIS Soecial Operations Funds (SOF~.

Information on the use, administration, supervision, and
control of certain funds with DON appropriations
reserved for intelligence and related activities as set forth
in NAVCRIMININST S5240. 1 (current edition), and not
otherwise payable from other DON funds. Included are
records of SOF accounts, transactions, appointments,
inspections, audits, original supporting documents and
other information relating to the use of SOF. (*See
above)

Destroy after audit by Naval Audit Service or 6 years
3 months following the end of the fiscal year in which
the actions occurred, whichever is first.

ALLOTMENTS ANl) PROJECT ORDERS RECORDS

THE RECORDS DESCRIBED IN THIS (7303)
PARAGRAPH RELATE TO
ALLOTMENT/OPERATING BUDGET
AUTHORIZATIONS, FUNDED REIMBURSABLE
ORDERS, AND OTHER
EXPENDITURES/DISBURSEMENTS RECORDS USED
IN ACCUMULATING
EXPENDITURES/DISBURSEMENTS AND
ACCOUNTING DATA. THEY COVER RECORDS
ACCUMULATED IN CONNECTION WITH
ALLOTMENT/OPERATING BUDGET
AUTHORIZATIONS AND
EXPENDITURES/DISBURSEMENTS FOR THE
MAINTENANCE AND CONSTRUCTION OF
FACILITIES, SHIPS, AND OF AERONAUTICAL,
ASTRONAUTICAL, ORDNANCE, AND OTHER
MATERIALS. (SEE ALSO SSIC 7320.)

1. ALLOTMENT/OPERATING BUDGET/PROJECT
ORDERIWORK REQUEST ECONOMY ACT ORDER
FILES. Authorizations, Project Orders and Work
Requests (such as NAVCOMPT 2275) and related work
orders or production and service orders or requests,
requisitions, or other obligating documents. Include
Allotment-Suballotment Authorizations (NAVCOMPT
372) and Resource Authorization/Economy Act Orders
NAVCOMPT 2168-1).

Destroy when 4 years old or 1 year after completion
of project, whichever is sooner.

2. ALLOTMENT/OPERATING BUDGET AND FUND
AUTHORIZATION STATUS REPORTS. Appropriation
aUotment/operating budget and fund authorization status
reports, Project Order/Work Request Economy Act
Orders status report (such as NAVCOMPT 2193), and
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other expenditures/disbursements and accounting reports
reflecting the status of allotmentsloperating budgets
(other than bureau and command-type accounting
appropriation reports covered in SSIC 7301 and
consolidated reports accumulated by the Oftice of
ASSTSECNAV (FM&C) and covered in SSIC 7300).

Destroy 1 year after submission of final report.

SsIcZM!

COST ACCOUNTING RECORDS

THE RECORDS IN THIS (7310) SERIES ARE
CREATED OR ACCUMULATED BY
DEPARTMENTAL AND SHORE ACTIVITIES FOR
COST ACCOUNTING PURPOSES AND REFLECT
THEIR EXPENDITURES/DISBURSEMENTS AND
RECEIPTS (COLLECTIONS). THESE RECORDS
DOCUMENT DIRECT AND INDIRECT COSTS
INCURRED IN THE PRODUCTION,
ADMINISTRATION, OR PERFORMANCE OF
ACTIVITY OR PROGRAM OPERATIONS. THEY
CONSIST OF ACCOUNTING LEDGERS, FORMS,
AND MACHINE RECORDS (CARDS, TABULATED
LISTINGS, TAPE RECORDS, ETC.) USED TO
ACCUMULATE COST DATA FOR USE IN
ACCOUnting (FISCAL) REPORTS AND REms.
(EXCLUDE BUREAU, COMMAND-TYPE, AND
SUBALLOCATION APPROPRIATION ACCOUNTING
RECORDS COVERED IN SSIC 7301 AND
CONSOLIDATED CONTROL ACCOUNT RECORDS
OF THE OFFICE OF ASSTSECNAV (FM&C.))

1. FORMS AND COST AND OTHER RELATED
REPORTS USED IN THE ACCUMULATION OF
RETURN COST DATA.

Destroy 3 years after cancellation or submission of
final report, whichever is applicable.

2. SUBSIDIARY BOOKKEEPING RECORDS.
Journals of legal obligations/undelivered orders and
payment ledgers and summary statement of transactions
by appropriation and subhead.

a. Consotidatinx Activities Records. Records include
but are not limited to Navy financial network or their
equivalents.

3. COST ACCOUNTING LEDGER AND RELATED
FORMS.

a. Stock Class Ledgers.

Destroy when 2 years old.

b. All Other Ledgers and Related Forms.

Destroy when 1 year old.

4. JOB, LABOR, MATERIAL, AND COST
DISTRIBUTION RECORDS, Job cards and labor
material and cost distribution records (cards, electric
accounting machine (EAM) punched cards, tapes, and
other records) used for cost accounting and statistical
purposes.

a. Detail Labor Material and Cost Cards.

(1) When hard stub is not used.

Destroy when 3 months old or when listings have
been prepared and verified, whichever is later.

(2) When hard stub is used.

Destroy when 1 year old.

b. Summarv Job and Cost Distribution Cards. Tams,
or Other Records.

(1) Standing orders.

Destroy 3 months after close of fiscal year in which
orders are completed, or when summary listings have
been prepared and verified, whichever is later.

(2) Other than standing orders.

Destroy 3 months after completion of job or project,
or when summary listings have been prepared and
verified, whichever is later.

(3) Daily labor distribution data.

Destroy 3 months after completion of project.

c. Summarv Records. Labor cost, cards, tapes, or
other records.

Destroy when 3 years old.
(1) Standing orders.

b. Other Activities and Offices Records,

Destroy when 1 year old.
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(2) Other than standing orders.

Destroy 3 months after completion of project.

5. MACHINE RECORDS USED AS POSTING MEDIA.
Records used for cost accounting reports data.

a. Detail Stores Returns. Returns and other detail
cards and taped records.

Destroy atler completion and verification of final
listings or reports.

b. ~UllUllll y Str ores Retum~. Returns and other
summary cards and taped records.

Destroy after completion and verification of final
listings and reports.

c. Tabulated Listin~.

Destroy when 1 year old.

6. TABULATED DATA FOR SPECIAL FISCAL
PURPOSES. Records such as unmatched summary
invoice files and unmatched invoices from other supply
offlcera.

Destroy 1 year after matching or other adjustments
are made.

7. RECEIPT AND EXPENDITURWDISBURSEMENT.
Receipt, expenditure, and disbursement records with
related requisitions and tabulated (punched) or other
card or taped records. Used for cost accounting
purposes and involved in the transfer of material between
supply ot%cers and in end-use expenditures.

a. Invoices and Requisitions.

(1) When used as expenditure records to end-use
expenditure accounts.

(4) Receiving activities’ summaries of invoices.

Destroy 2 years after summaries have been matched
with receipt or adjustment invoices.

(5) Accounts receivable paid bilk file when
accounts receivable ledgers are maintained in the fiscal
office.

Destroy 2 years after date of collection.

(6) All other copies,

Destroy when 1 year old.

b. Tabulated ReDorts or Lktin@. Receipts,
expenditures, and other cost accounting reports,

Destroy when 3 years old.

c. EAM Tabulated (Punched) Cards. Punched cards
or other mechanized source records used in connection
with processing and preparing of items described in SSIC
7310.7a-b.

Destroy when superseded or obsolete.

SSIC 7312

COST CLASSIFICATIONS RECORDS

1. DETAIL RECORDS. Records of expenditure
collections and pertinent reports maintained by offices,
bureaus, and commands.

Submit to DFAS (Cleveland) for consideration and
preparation of Navy-wide reports. DFAS will destroy
detail records when 3 years old.

2. NAVY-WIDE REPORTS. Consolidated reports
prepared by DFAS.

Destroy when 3 years old.
Destroy when 2 years old.

(2) When used as receipt invoices.

Destroy 2 years after invoices have been matched
with summaries of adjustment invoices.

(3) When used and reported as expenditures to
other supply offices (end-use invoice (one copy only)).

Destroy when 2 years old,

SSIC 7320

PROPERTY ACCOUNTING RECORDS

1. PROPERTY ACCOUNTING RECORDS INCLUDE
CORRESPONDENCE, REPORTS, AND RELATED
RECORDS CONCERNING THE OPERATION AND
ADMINISTRATION OF PROPERTY ACCOUNTING
FUNCTIONS.

111-7-20



SECNAVINST 5212.5D
22 April 1998

a. Authorized Seltinu Activities.

Destroy when 5 years old.

b. All Other Activities.

Destroy when 2 years old.

SSIC 7321

PLANT PROPERTY ACCOUNTING RECORDS

1. PROPERTY RECORD CARDS. Property cards and
property disposition reports, other simitar reports, and
related papers.

Destroy when superseded, or 2 years after property is
reported, whichever is earlier.

2. CHANGE ORDERS. Property record card change
orders for Class 3 property.

Destroy when 3 months old.

3. INCIDENTAL RECORDS. Files used for plant
property accounting purposes.

Destroy 1 year after equipment item is removed from
the plant property account of the activity.

4. PLANT ACCOUNT REPORTS. Records such as
Reconciliation of Plant Account, NAVCOMPT 167, and
related papers.

Destroy when 2 years old.

5. VOUCHERS. Records covering plant account items
and retated papers.

a. Navv Activities.

Destroy 1 year after applied to plant property record
cards.

b. Marine Corm Activities.

Destroy 3 years after close of fiscal year.

6. PLANT PROPERTY RETURNS.

Apply SSIC 7330.5.

7. SURVEY RECORDS. Records used to substantiate
entries to plant property accounts (exclusive of those for
Class 1 and 2 property which are to be retained).

Destroy 3 years after close of fiscal year.

SSIC 7322

MINOR PROPERTY IN USE RECORDS

1. CUSTODY RECEIPTS. Receipts for issues and
loaned equipment and other similar records.

Destroy when material or equipment is returned.

SSIC 7323

STORES ACCOUNTS RECORDS

THESE RECORDS ARE MAINTAINED TO PROVIDE
PERSONAL ACCOUNTABILITY FOR THE RECEIPT
AND CUSTODY OF EQUIPMENT AND MATERIALS
AND TO PROVIDE DATA ON THE MONETARY
VALUES OF MATERIALS. THEY ARE USED TO
POST REPORTS AND RETURNS CONSOLIDATED BY
FLEET ACCOUNTING AND DISBURSING CENTERS.

1. STORES RETURNS AND REPORTS. Records
including consolidated subsistence, clothing, and refated
returns, ships stores and commissary store returns, other
returns, and related store account papers.

a. Navv Activities.

Destroy when 3 years old.

b. Marine Corps Activities.

Destroy when 3 years old.

2. ABSTRACTED VOUCHERS, SUMMARY
INVOICES, AND RECEIPT DOCUMENTS USED IN
STORE RETURNS.

Place in completed file after matching. Destroy
completed file when 2 years old.

3. RECEHW AND EXPENDITURE INVOICES AND
REQUISITIONS. Listings (including tape printouts
thereof) used to support stores returns and involved in
the transfer of material between supply officers and in
end-use expenditures. (See also SSIC 7310.7.)

Destroy when 2 years old.

4. RECORDS, INCLUDING BILLING CARDS,
LISTINGS, AND TAPES.

Destroy when 2 years old.
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Accounting REPORTS AND RETURNS RECORDS

1. FOREIGN CURRENCY REPORTS. Reports, listings,
and retated correspondence submitted to the Navy and
Marine Corps Finance Centers by all disbursing officers
handIing foreign currency in accordance with DOD
Financial Management Regulation (DOD 7000.14-R), Vol
5, Chap 16. Reports required by the Department of the
Treasury are prepared from these submissions.

INDUSTRIAL ACCOUNTING REPORTS AND
RETuRN S RECORD$

1. RETURNS AND REPORTS. Records provided to the
Fleet Accounting and Disbursing Center, HQMC, other
departmental bureaus and oftices, or to other cognisant
higher authority, including financial statements,
reconciliations, summaries, and recapitulations of receipts
and expenditures, and gains and losses (receipts and
issues). (Exclude records covered under SSIC 7630.1.)

Destroy when 6 yeara and 3 months old.
Destroy when 2 years old.

2. REPORTS OF DISBURSEMENT AND
COLLECTIONS. Messages, listings, and related
correspondence submitted to the applicable Fleet
Accounting and Finance Center (FAFC) for Navy and
Marine Corps Finance Center for tbe Marine Corps by
all afloat and foreign disbursing officers in accordance
with Vol. 4, Ch. 7. Reports required by ASSTSECNAV
(FM&C) are prepared from these submissions.

Destroy when 2 years old.

3. LIMITED DEPOSITARY CHECKING ACCOUNTS.
Accountable officer’s depository checking account returns
showing all transactions in the account for each month.
These records are submitted to the applicable FAFC for
the Navy and Marine Corps Finance Centers for the
Marine Corps in accordance with DOD Financial
Management Regulation (DOD 7000,14-R), Vol 5, Chap
14. The accountable otlicer’s depository checking
account returns are consolidated with disbursing ofticer’s
financial returns.

Destroy 6 years and 3 months after period covered.

4. REPORTS, LISTINGS, AND CORRESPONDENCE.
Copies of consolidated reports, tistings, and related
correspondence submitted to the Department of the
Treasury and the Office of ASSTSECNAV (FM&C).

2. MASTER NAVY INDUSTRIAL FUND (NfFl
LEDGERS.

Cut off at end of fiscal year. Destroy 10 years after
cut off.

3. COMMERCIAL CASH OPERATING BUDGETS.
Quarterly or other periodic estimated cash budgets and
related papers.

Destroy when 1 year old.

SSIC 7400-7499

PAY ADMIN1STRATION AND PAYROLL AND
LABOR ACCOUNTING RECORDS

THE RECORDS fN THIS (7400-7499) SERIES ARE
ACCUMULATED BY ACTMTIES AND OFFICES
RESPONSIBLE FOR THE ADMINISTRATION OF
CIVILIAN AND MILITARY PAY. THEY INCLUDE
NOT ONLY PAY ADMINISTRATION RECORDS,
PAYROLLS, PAYROLL AUTHORIZATIONS AND
CONTROLS, AND PAYROLL ACCOUNTING
RECORDS, BUT ALSO RECORDS INCIDENTAL TO
THE PAYROLLING PROCESS, SUCH AS TAX
WITHHOLDING RECORDS.

Destroy when 3 years old. ~o

5. PER1ODIC (FINANCIAL) ACCOUNTING GENERAL PAY ADMINISTRATION AND PAYROLL
RETURNS. Files include financial statements, stores AND LADOR ACCOUNTING RECORDS
returns reports, reconciliations, summaries and
recapitulation of receipts and expenditures, and gains 1. GENERAL CORRESPONDENCE FILES. Records
and losses which are made to the Marine Corps Finance relating to the pay administration and payroll
Center or HQMC. preparation and processing. (Exclude primary program

correspondence covered by SSIC 7000.1 J
Destroy when 2 years old.

Destroy when 2 years old,
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Ss!Ga!l

TAX WITHHOLDING RECORDS

1. EXEMPTION CERTIFICATES.

Destroy 4 years atler period covered by related
account.

2. STATEMENT FOR CIVILIAN AND MILITARY
PERSONNEL. Reports of federal taxes withheld and
related papers.

a. Records Relating to Military Personnel.

Destroy when 4 years old.

b, Records Relating to Civitian Personnel,

Destroy when 4 years old.

3. ADP WITHHOLDING TAX RECORDS AND FICA
CARDS FOR RESERVE ACTMTIES.

Destroy 3 months after preparation of W-2 forms.

SSIC 7410

CMLL4N LABOR ACCOUNTING RECORDS

1.

2.

LABOR COST ACCOUNTING RECORDS.

Apply SSIC 7310.4.

CIVILIAN PAY ACCOUNTING RECORDS,

APply SSIC 7420.

SSIC 7420

CIVILIAN PAYROLL ACCOUNTING RECORDS

THESE RECORDS ARE ACCUMULATED IN THE
PERFORMANCE OF CIVILIAN PAY
ADMINISTRATION AND ACCOUNTING FUNCTIONS
AND ARE USED TO COLLECT PAY AND EARNINGS
DATA. ANY RECORDS CREATED PR1OR TO 1
JANUARY 1921 MUST BE OFFERED TO NARA.

1. SITE-AUDITED RECORDS.

Apply SSIC 7251 la.

2, PAYROLL CONTROL REGISTERS AND
RELATED RECORDS. Payroll control records and all

subsidiary (supporting) documents, includhg weekly and
biweekly payroll work sheets or cards or rough payrolls
in other forms; data processing printouts and audit trails
that are used in reconciling data with payroll control
records. (Bxclude time cards covered in SSIC 7421.2.)

a. If On-Site Audit is Perform@.

Destroy atler GAO audit or when 3 years old,
whichever is sooner.

b. If No On-Site Audit is Performed.

Destroy after GAO audit or when 3 years old,
whichever is sooner.

3. CIVILIAN PAYROLLS. Payrolls (NAVCOMPT
485), Checklists and related Certification Sheets, such as
NAVCOMPT 1128 or equivalent.

a. Accounting CoDies Only.

Cut off at end of fiscal year. Transfer to NPRC
(CPR), 111Winnebago St., St. Louis, MO 63118,
when 3 years old. Destroy when 10 years old.

b. Information CoDies.

Destroy when 1 year old.

4. FORMS USED IN ACCUMULATING CIVILIAN
PERSONNEL COST AND PAYROLL DATA.
Distribution tally sheets, muster check or other process
cards, payroll messages, and other related or similar
papers or cards.

Destroy when 1 year old.

5. SUMMARY INDIVIDUAL EARNING RECORDS.
Leave record cards and related tistings and summary
card records of individual leave and earnings and
retirement pay (such as individual earnings and
retirement deduction records); service cards, individual
leave record cards, or their equivalents.

a. Individual Earning Records. Such as
NAVCOMPT 485, Payroll for Personal Services.

(1) If on-site audit is performed.

Transfer 2 years after GAO on-site audit to NPRC
(CPR), 111 Whnebago St., St. Louis, MO 63118.
Destroy earnings records 56 years after date of last
entry.
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(2) If no on-site audit is performed.

Transfer to NPRC (CPR) when 3 years old. NPRC
wiU destroy 56 years after date of last entry.

b. Leave Records.

(1) Leave record cards.

Destroy when 3 years old.

(2) SF 1150.

File original copy on right side of Othcial Personnel
Folder (OPF). Destroy payroll copy after 3 years.

6. FORMS AND REPORTS RELATING TO DEATH
OR RETIREMENT OF CIVILIAN PERSONNEL.
Retirement registers and other registers or summaries of
personnel actions and statements of unpaid wages.
(Exclude individua[ retirement records which are to be
forwarded to the OPM.

a. Res?ister of SeDarsttions and Transfers (SF 2807).

Destroy when 3 years old.

b. Other Records.

Destroy when 3 years old.

7. CIVILIAN PERSONNEL STATISTICAL REPORTS.
Copies of reports (such as reporta of civilian personnel on
board by appropriation, etc.) relating to civilian
personnel and submitted to the OftIce of ASSTSECNAV
(FM&C) or other higher authority.

Destroy when 2 years old.

8. REPORTS OF INSURANCE DEDUCTIONS AND
RELATED RECORDS.

Destroy when 6 years old.

9. INTERFACING AND ACTIVITY-UNIQUE
SYSTEMS. Responsible Navy and Marine Corps systems
which provide accounting records maintenance and
payroll services for Navy and Marine Corps civilian
employees and contracted civifian employees, world-wide,
including related savings bond accounting services.

a. Inmt Data.

Destroy after three or more update cycles.

b. Master and Historical Data.

Destroy in accordance with instructions applicable to
hard copy.

c. User-oriented outsmt Data Includinss Renorts.
Payrolls and Related OutDut (Machine-readable. COM
and Parer).

Apply appropriate paragraphs under SSIC 7300.

d. Documentation.

Destroy in accordance with related data systems.

SSIC 7421

PAY AUTIIORIZATIONS AND CONTROLS RECORDS

1. PAY AUTHORIZATION RECORDS.

a. Individual Pay Authorizations. Records relating to
individual pay authorizations, deductions, and
adjustments for civitian employees. Include notification
of personnel actions, payroll change slips, work or
overtime authorizations, and other documents used in the
payroll accounting process and used to support individual
pay actions. (Exclude copies of these records maintained
in civitian personnel offices and covered in Chapter 12
and waivers of tife insurance coverage and income tax
withholding receipts and statements covered in SSIC
7401.)

Destroy when 3 years old or audited by GAO,
whichever is earlier.

b. GrouD Pav Authorization. Records relating to
group pay authorizations and adjustments, includlng
group work, additional pay, and overtime autborizations.

(1) If on-site audit is performed.

Destroy after on-site audit has been completed by
GAO or when superseded, whichever is earlier.

(2) If no on-site audit is performed.

Destroy when 4 years old or superseded, whichever is
earlier.

c. Levv and Garnishment Files. Offkial Notice of
Levy or Garnishment (IRS Form 668A or equivalent),
change stips, work papers, correspondence, release and
other forms, and other records relating to charge against
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retirement funds or attachment of salary for payment of
back income taxes or other debts of Federal employees.

Destroy when 3 years old.

2. CMLIAN EMPLOYEE TIME CARDS. Time cards,
sign-inlsign-out sheets, Leave Authorizations (SF-71), and
related records accumulated for accounting purposes.

Destroy when 3 years old.

3. LOCAL CONTROL RECORDS AND WORKING
PAPERS.

Destroy when 3 months old.

SSIC 7430-7439

MILITARY PAYROLL ACCOUNTING RECORDS

THE RECORDS fN THIS (7430-7439) SERIES ARE
RELATED TO MILITARY PAYROLL ACCOUNTING
RECORDS AND INCLUDE ALLOWANCES AND
ACCOUNTS RECORDS. THESE RECORDS ARE
ACCUMULATED IN THE PERFORMANCE OF
MILITARY PAY ADMINISTRATION AND
ACCOUNTING FUNCTIONS, INCLUDING
CENTRALIZED COMPUTATION, ACCOUNTING,
AND REVIEW OPERATIONS PERFORMED BY DFAS,
CLEVELAND, OH, AND DFAS, KANSAS CITY, MO.

~o

1. GENERAL CORRESPONDENCE FILES. Records
relating to the administration of military pay
computation, accounting, and review functions. (Exclude
primary program correspondence covered by SSIC
7000.1.)

Destroy when 2 years old.

2. COMPUTER MAINTAINED MASTER MILITARY
PAY ACCOUNTS (MMPA). Files of active duty
members containing military pay entitlements, allotments
of pay, initiation of checks and credits, and subsequent
claims and correspondence. These records are
accumulated through the management of the Navy and
Marine Corps JuMPS. (See SS[C 7430.4 for records
accumulated for the former manual pay system.)

a, Microform of Actions Occurrinx on the MMPA
Produced Monthly and Consolidated Semiannually. Some
actions appear on monthly MMPA histories which do not
appear on the semiannual consolidations and some
actions appear on semiannual consolidations which do not

appear on the monthly MMPA histories. (Microfiche
title: MMPA HISTORY,)

(1) Original monthly microform.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy when 7S yearn old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Ctty, MO,
64131.

(2) Original semiannual microform.

Apply SSIC 7430.3a(l).

b. Orkinal Microform of Chamzes to MMPA C-
bv Member Charged with Unauthorized Absence or
Receiving a Court Memorandum.
(Microfiche title: 6/7 HISTORY.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Chy, MO,
64131.

c. Microfilm (Including Cross Reference Index) of
Original OCR Documents Effectimz Changes to the
MMPA (Index microfilm titles: JOCR DOC DON IND,—.
JOCR FOC SSN IND, J-PAY.)

(1) Original OCR document microform.

After verification of microform, destroy OCR
documents and transfer the microfilm to FRC, 3150
Berwynn Dr., Dayton, OH 45439, when 3 months
old. Destroy when 6 years old,

Marine Corps activities will transfer their records to
tbe FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

(2) Original index microform.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old, Destroy when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

d. Microform I.ist. Files include cross reference
index and incorrect OCR input documents manually
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corrected at DFAS on a cathode ray tube (CRT) showing
incorrect and correct entries. (Microfiche titles: AUDIT
TRL LIST, AUD TRL INDXJ

(1) Original monthly microform list.

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, when 1 year old. Destroy when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

(2) Original semiannual microform index.

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, when 1 year old. Destroy when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E, Bannister Road, Kansas City, MO,
64131.

(3) Quarterly microform index.

Destroy when 3 months old.

e. Automated Format. Files include tabulating cards,
magnetic tapes, and related data effecting changes to the
MMPA submitted to DFAS by disbursing ot%cer in lieu
of OCR documents.

Destroy 30 days after data is entered in system.

f. Microform of Field Automated Data as Described
in Paraera~h 7430.3e. (Microfiche title: FAD.)

Transfer original microform to FRC, 3150 Berwynn
Dr., Dayton, OH 45439, when 1 year old. Destroy
when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, tinsas City, MO,
64131.

g. Non-OCR Documents Effectinx Changes to the
MMPA Sent to DFAS bv Disbursing OfBcers or
Originated within DFAS.

(1) Original documents,

Microfilm and destroy upon verification of microfilm.

Apply SSIC 7430.3f.

h. Personal Financial Records Containimz Disbu rsing
Officers’ CoDies of Leave and Earning Statements.
Miscellaneous Memoranda Records, and Other
Documents. Files forwarded to DFAS Cleveland or
DFAS Kansas Chy by disbursing officers in accordance
with PAYPERSMAN, NAVSO P-3050, Part 9.

(1) Navy activities.

Forward to DFAS. DFAS will destroy 90 days after
separation account is in balance.

(2) Marine Corp activities.

Forward to MARCORFINCEN. MARCORFINCEN
will destroy 90 days after separation account is in
balance.

i. Microform of Documents and CorresrIondence.
Files include cross reference index providing data not
received on OCR documents (see SSIC 7430.3a) or by
automated input (see SSIC 7430.3h) which support
changes to the MMPA or which must be maintained for
other legal purposes, such as disclosure accounting under
the Privacy Act of 1974. (Index microfiche titles: JLPS
CURRENT, JLPS HISTORY.)

(1) Original JLPS CURRENT microform.

Destroy when JLPS history is received.

(2) JLPS HISTORY microform.

Transfer to FRC when 1 year old. Destroy when 6
years and 3 months old,

j. Original Microform of Allotment Account List.
(Microfiche title: ACCT LIST,)

Destroy when 6 years old.

k. Microform of Allotment Starts and Stem Produced
Weekly (Microfiche title: MASTERLIST) and

Consolidated Monthly (Microfiche title: M
MASTERLIST)

(1) Original monthly microform.

(2) Microform. Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy when 6 years old.
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Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

(2) Original weekly microform.

Destroy when 6 months old.

L Microform of Historv of Discontinued Allotments.
Files produced monthly, quarterly, and consolidated
annually hy DFAS. (Microfiche title: HISTORY.)

(1) Annual original microform.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy 56 years after
transfer.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Chy, MO,
64131.

(2) Quarterly original microform.

o. Microform (Including Cross Reference Index) of
Monthlv Leave and Earnings Statements Showing
Current Status of Member’s MMPA. (Microform title:
DATA LES and INDEX LES.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 3 months old. Destroy when 6 years
old .

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Chy, MO,
64131,

p. Microform of Commanding Officer’s Leave
Listintzs Showing Authorized Leave Taken bv Each
Member in Commanding Officer’s Unit. (Microform
title: CO LEAVE LIST.)

Destroy when 1 year old.

q. Microform Pav Tables Files. Microform of
current authorized mititary pay and allowance schedule
for active duty Navy members held at the DFAS
Cleveland and Marine Corps active duty members held at
the DFAS Kansas City. (Original microform master.)

Destroy when annual original microform is produced.
(1) Navy activities,

(3) Monthly original microform.

Destroy when quarterly microfilm is provided.

m. Microform of Machine and Tv DeWrittenListisws.

(1) Machine or typewritten listing of foreign
civilian checks issued, spoiled savings bonds, blanket
allotment checks issued, and checks cancelled and
included as supporting documents for financial returns.

Transfer to FRC when 1 year old. Destroy when 6
years old.

(2) Machine listing of various type blanket
allotment payments produced for each blanket allotment
payee and forwarded with check to blanket payee.

Transfer to FRC when 1 year old. Destroy when 6
years old.

n. Machine Listings of Various Individual and
Blanket Allotment Pavment$ Files including copies of
fisting described in SSIC 7430.3m used for internal
reference and control purposes.

Destroy when 1 year old or purpose is served,
whichever is earlier.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 3 months old. FRC will destroy 6 yeara
and 3 months after period covered by the account.

3. MANUALLY MAINTAINED PAY ACCOUNTS OF
ACTIVE DUTY NAVY MEMBERS. Accounts
containing military pay entitlements, allotments of pay,
initiation of checkages and credits, and subsequent claims
and correspondence. These records were accumulated
through the management of the former manual (Navy
Military Pay System) replaced by the Navy JUMPS in
1976, No further accumulation occurred subsequent to
mid 1977. (See also SSIC 7430.3 for records
accumulated for the JUMPS pay system.)

a. Case Jackets Containinsz Reimlarlv and
Intermittently Closed Militarv Pav Records Transferred
to DFAS in Accordance with NAVSO P-3069, and
Related Claims and Correspondence.

(1) Case jackets pertaining to separated,
discharged, or deceased members.

(a) Records created prior to 1974.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439. Destroy 10 years after receipt.
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Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

(b) Records created during and after 1974.

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, 1 year atter close of calendar year in which
member was separated, dkcharged, or deceased.
Destroy 10 years after member’s separation,
discharge, or death, whichever is appficahle.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Chy, MO,
64131.

(2) Case jackets pertaining to members on active
duty when converted to JUMPS.

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, 18 months after conversion of all Navy
members to JUMPS. Destroy 10 years after
members conversion to JUMPS.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131,

b. Records of ReceiM and Internal Distribution of
Mllitarv Pav Records.

Destroy when 2 years old.

c. Microtifm of RemIlarlv and Intermittently Closed
M]litarv Pav Record$ Files include cross reference index
for pay records closed in 1976. (Index microfiche title:
SERPAY INDEX.)

Transfer original microfilm to FRC, 3150 Berwynn
Dr., Dayton, OH 45439, when 1 year old. Destroy
when 56 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

d. Microform CoDies of Mustering Out Pavmen[
Vouchers. Mustering out pay is specifically authorized
by Congress immediately following certain major conBicts
such as World War II and the Korean Contlict.

Destroy when 6 years old.

e. Records of Denosits and Withdrawals to Mifitary
Savimm DeDosit Program Accounts. All military savings
deposit accounts, except those Missing-in-Action (MIA),
were closed out in 1974 by faw.

Cut-off and transfer to FRC, 3150 Berwynn Dr.,
Dayton, OH 45439, 3 years after last Vietnam era
MIA account is reconciled. Destroy 6 years after
cut-Om.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

f. Tabulating Cards, Machine Listings of Accounts,
and Correspondence Related to Periodic Reconciliation of
Allotment Payments and Pav Record Cbeckaees.

Retain until all operations for the succeeding
reconciliation period are completed. Destroy records
from previous reconciliation period. Destroy records
of final reconciliation when 1 year old.

g. Case Jackets of Smmorting Documents and
Correspondence Related to Allotments Wbicb Became
Inactive Prior to 1971 Held at FRC. Mechanicsburg. PA.

Destroy immediately.

h. Microform Surmnarv List of All Retroactiv~
Pavments Made to Active Dutv Members Under
Executive Order 11778 Held at FRC, Dayton. OH
(Produced 1975).

Destroy when 10 years and 3 months old.

i. Microform of Executive Order 11778 Retroactive
Pav Entitlement Notification Post Cards. Cards mailed
to former active duty members but returned as
undeliverable (produced 1975)

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 3 months old. Destroy 10 years after
transfer,

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

j. Microform Sununarv List of All Retroactive
Variable Reenlistment Bonus fVRB) Pavments.
Payments made in accordance with Supreme Court
Decision 76-413 of 13 June 1977.
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Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439. Destroy 10 years after transfer.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Chy, MO,
64131.

k. Allotment and Familv Allowance Account Files
for Navv Personnel. Consolidated individual case files
consisting of applications, authorizations, records of
adjustments, overpayments, collections, suspensions,
stoppages of payments, documentary evidence, and
related papers and correspondence concerned with the
individual account.

Retire to FRC 1 year after close of calendar year in
which member was discharged, retired, or deceased.
Destroy 6 years and three months after close.

4. PAY RELATED RECORDS FOR ACTIVE AND
INACTIVE NAVAL RESERVE MEMBERS. Records
containing military pay entitlements, initiation of
checkages and credits, and subsequent claims and
correspondence.

a. Hard CoDv Pav Records. When Produced, and
Related SuD~orting Documentation. Items filed in
individual account case jackets of members receiving
Naval Reserve Drill Pay (NRDP), Naval Reserve Officers
Training Corps (NROTC), Armed Forces Health
Profession Scholarships Program (AFHPSP), or Active
Duty for Training (ACDUTRA) payments.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, 1 year after member’s separation, graduation,
disenrolhnent, or death. Destroy 6 years and 3
months after member’s separation, graduation,
dkenroUment, or death, whichever is applicable.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas Chy, MO,
64131.

b. Reserve Unit Personnel and Performance Ret)orts
fTtUPPERT) Certifying Reserve Member’s Attendance at
~. (Last produced February 1978.)

Destroy when 6 years and 3 months old.

c. Microform (Includim? Cross Reference Index) of
Intmt Documents Certifying Reserve Member’s
Attendance at Drills Under the Reserve Field Re~orting
Svstem (RESFIRST). (First produced March 1978.)
(Index microform title: RESFIRST INDEX.)

(1) Document microform.

Destroy when 6 years old.

(2) Cross reference index microform.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131,

d. Microform of NRDP Account Pav Items for Active
and Discontinued Accounts. (Microform titles: NRDP
MASTER, NRDP LOSSES.)

Transfer original microtitm to FRC, 3150 Berwynn
Dr., Dayton, OH 45439, when 1 year old. Destroy
original microfilm when 56 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

e. Orbzinal Documents Submitted by Member to
Claim Uniform Allowances Under 37 U,S.C. 415 or 416
and Related Correspondence. These records are filed
alphabetically within year of payment.

Destroy 6 years and 3 months after payment.

f. Tabulating Cards (Including Microfilm CoDies) of
Uniform Allowances Certified bv Naval Reserve
Personnel Center and Paid bv DFAS Under 37 U.S.C.
415 or 416. These are prepared from uniform allowance
claims submitted by naval reservists (see SSIC 7430.5e)
and held at DFAS for reference and control purposes.

(1) Tabulation cards.

File in 4-year increments, then microfilm. Destroy
when oldest card is 8 years old.

(2) Original microform.

Cut-off and transfer to FRC, 3150 Berwynn Dr.,
Dayton, 01145439, when 1 year old. Destroy 21
years after cut-off.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas (3ty, MO,
64131.

5. PAY RELATED RECORDS FOR ACTIVE AND
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CLOSED RETIRED/RETAfNER ACCOUNTS. Files
containing retired/retainer pay entitlements, allotments of

IMY,initiation of checkages and credits, and subsequent
claims and correspondence.

a. mrting Documentation Filed in Individual Case
Jackets of Navv or National Oceanographic and
Atmo soheric Administration INOAA) Members Receiving
Retired or Retainer Pav or Veterans Administration (VA]
Comr)ensation or Case Jackets of Accounts Considered
closed (Deceased or Inactive).

(1) No annuity elected.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, 1 year after final settlement. Destroy 6 years
and 3 months after final settlement,

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

(2) Annuity elected.

Apply SSIC 7430.7.

b. Original Microform of Active Retired/Retainer
Account Pav and Related Items. (Microform title: RET
PAY MASTER.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, when 1 year old. Destroy when 56 years old,

Marine Corps activities will transfer their records to
the FRC, 1500 l?. Bannister Road, Kansas Chy, MO,
64131.

c, original Microform List of SDecial Adjustments
Made to VA Compensation Accounts as a Result of
Conmwssional Actions, (Microform title: VA
MASTERBLOCK.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, when 1 year old. Destroy when 6 years and 3
months old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

d. Orkinal Microform of Retired/Retainer Accounts
TemDorarilv Suss)ended. (Microform title: SUSPENSE
ROLL.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011

45439, when 1 year old. Destroy when 6 years and 3
months old.

Marine Corps activities will transfer their records to
the FRC, 1500 E, Bannister Road, Kansas City, MO,
64131.

e. Tabulating Card Index of Inactive Retired/Reta in~r

ActXNPM.

Destroy 6 years and 3 months after final settlement
of account.

f. Original Microform of Record of EmDlovmen(
Reauired to be Filed with DFAS.

Destroy when 20 years old.

6. PAY RELATED RECORDS FOR ACTIVE AND
CLOSED RETIRED/RETAINER ANNUITY
ACCOUNTS. Accounts containing annuity pay
entitlements, initiation of checkages and credits, and
subsequent claims and correspondence.

a. Supr)ortim? Documentation Filed in Individual Case—
Jackets of Annuitants Receiving Survivor Benefit p&n
JSBP), Minimum Income Widow (kfIw) . or Retired
Serviceman’s Familv Protection Plan (RSFPP) Annuities
or Case Jackets of Accounts Considered Closed (Decea e~s
or Inactive).

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, 1 year after final settlement. Destroy 6 yeara
and 3 months after final settlement.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

b. Microform of Changes to Each Direct Remittan~
SItP Account. Changes caused by periodic percentage
cost of tiving increases in annuities. (Microfiche title:
SBP DIR REMIT.) (Original Microform.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy original microfilm
when 6 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

c. Microform List of SBP Limited Period Elieibitity
Notifications. Lists mailed to previously unenrolled
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retirees (produced September 1972) (Microform title:
SBP NOTICE) held at FRC, DAYTON, OH. (Original
microform.)

reports, microform list of wage and tax data (lRS W-2)
(Microform titles: NRDP W2-S, RET PAY W2-S), and
wage and tax statements returned as undeliverable to
employees.

Destroy when 56 years old.
Destroy when 4 years old.

7. CHECKS AND ELECTRONIC FUNDS (WW’S)
ISSUED TO INDIVIDUAL AND BLANKET
ALLOITEES, ACTIVE DUTY SERVICE MEMBERS,
RESERVISTS, RETIREDIRETAINER MEMBERS, AND
ANNUITANTS

a. Microfibn List (Includes Cross Reference Index) of
~. (Microfiche
titles: A CHECKS, AR CHECKS, A CHIL XREF, X
CHECK, X CHK XREF, T CHECK, T CHK XREF, R
CHECK, RCHK XREF, ANNUITY CHECK, ANNUITY
XREF, HS CHK, 11S CHK XREF, EIW IHST. (Original
microfilm.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, OH
45439, when 1 year old. Destroy when 6 years and 3
months old.

Marine Corps activities will transfer their records to
the FRC, 1S00 E. Bannister Road, Kansas City, MO,
64131.

b. Microfilm of Manuallv Issued Check% (Original
microfibn.)

Destroy when 6 years old.

c. Microfilm List of Checks and Bonds Returned to
DFAS for Various Reasons t’RCB fiche)

Apply SSIC 7430.8a.

8. MONTHLY REPORTS OF CONTINUED
RETIRED/RETAINER PAY AND ANNUITANT
ELIGIBILITY. These are cards submitted monthly to
DFAS by certain retired members and annuitants to
establish their continued eligibility to receive
retired/retainer pay or annuity.

Destroy when 6 months old.

9. RECORDS OF WITHHOLDING AND REPORTING
OF FEDERAL, STATE, OR LOCAL INCOME TAX
FOR RECIPIENTS OF ACTIVE DUTY, RESERVE,
RETIRED, RETAINER, OR ANNUITY PAYMENTS.
Records consisting of quarterly and annual records
(returns) to Internal Revenue Service and state or local
taxing authorities of income taxes withheld, related
correspondence necessary to transmit or reconcile

10. RECORDS OF WITHHOLDING AND
REPORTING TO SOCIAL SECURITY
ADMINISTRATION (SSA) FEDERAL INSURANCE
CONTRIBUTION ACT (FICA) TAXES FOR
RECIPIENTS OF ACTIVE DUTY OR RESERVE
MILITARY PAY.

a. ~oDies of Documents AccomDanvina Periodic
Automated Revortintz to SSA. Couies of Adjustment
Actions, and Related Listings and CorresDondenc~

Destroy when 4 years old.

b. Microform Listing of Periodic Automated Reoorts
sent to SSA. (Microfi~he title: FICA HISTORY.)

(1) Applicable to FICA taxes withheld on or prior
to 31 December 1976.

Destroy when 80 years old.

(2) Applicable to FICA taxes withheld on or after
1 January 1977.

Destroy when 35 years old.

11. RECORDS OF COLLECTION AND
TRANSMITTAL OF PREMIUMS FOR NATIONAL
SERVICE LIFE INSURANCE (NSL1).

a. Machine Listings of NSLI Allotment Starts and
-s.

Destroy when 6 months old.

b. Machine Listing of All Monthlv Allotments for
~.

Destroy when 6 months old.

c. Microform of Machine Listimw Described in SSIC
7430.12a and b.

Destroy when 56 years old.

12. RECORDS OF COLLECTION AND
TRANSMITTAL OF PREMIUMS FOR
SERVICEMAN’S GROUP LIFE INSURANCE (SGLI).
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a. ~oDv ~f Pavment Voucher AccomDanvint? Check to
VA and Related Corrermondence. This is a consolidated
payment which does not list each member’s contribution.

Destroy 2 years after check is sent to VA.

b. SGLI Claims and Correspondence Concerning
Naval Reservists in a Dsill Pav or Non-Drill PRVStatus.

Destroy when 6 years and 3 months old.

c. Microform of Master SGLI Account List and
Microfibn of Losses to Master SGLI Account List for
Naval Reservists in a Non-drill Pav Status. (Microfihn
titles: NR SGLI MASTER, NR SGLI LOSSES.)
(original microfilm.)

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, when 1 year old. Destroy when 56 years old.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

13. RECORDS OF COLLECTION OR AITEMPTED
COLLECTION OF INDEBTEDNESS DUE TO
OVERPAYMENT OF MILITARY PAY,
ALLOWANCES, ALLOTMENTS, RESERVE PAY, OR
RETIRED/RETAINER PAY MADE BY NAVY
DISBURSING OFFICERS.

a. Inactive Member Case Jackets of Documents
Initiating Indebtedness Collection Action,
Correspondence, and Pavment Records. Files on which
further collection action has been terminated, but which
are not paid in full.

Transfer to FRC, 3150 Berwynn Dr., Dayton, 011
45439, 1 year after collection action is terminated.
Destroy 6 years and 3 months after collection action
is terminated.

Marine Corps activities will transfer their records to
the KRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

b. Inactive Member Case Jackets of Documents
Initiating Indebtedness Collection Action and Member
Case Jackets of Documents Initiating?Indebtedness
Collection Action. Correspondence. and Pavment Records
for Which a Reouest for Waiver of Indebtedness has
been Filed Under Provisions of 10 U.S.C. 6161 and 10
Y.S.C. 2774.

Transfer to FRC, 3150 Berwynn Dr., Dayton, OIf
45439, 1 year after final action (waiver determination
for refund). Destroy 6 years and 3 months after
final action.

Marine Corps activities will transfer their records to
the FRC, 1500 E. Bannister Road, Kansas City, MO,
64131.

c. Microfilm List (Including Cross Reference) of
Active Indebtedness Accounts Showing Actions Taken
Durint! Previous Month. (Microfiche title: A/R
MASTER, AA2 NAME SSN, A/R SSN NAME.)

Destroy when 6 months old.

14. RECORDS OF PAYMENT OF FEDERAL
IIOUSING ADMINISTRATION (FHA) MORTGAGE
INSURANCE PREMIUMS FOR ACTIVE DUTY NAVY
MEMBERS UNDER PL 83-560.

a. Member’s Case Jackets Containing CoDies of
Certifications of Eligihilitv, Certificates of Termination,
and Certifications of Continued (hmershix). and Related
PaDers and Corress)ondence.

Destroy 3 years after termination of entitlement to
payments.

b. Account Tabulating Card Used to PreDare Various
Machine Listinsn of FIIA MorttzaszeInsurance Accounts.
(See also SSIC 7430.15a.)

Transfer to member’s case jacket when entitlement to
payment terminates.

c. ADP Machine Listings of Certifications of
Continued (hvnershiD Used for Control Pusmoses.

Destroy when 2 years old.

d. ADP Machine Listing of FIIA Pavment Starts and
Stops bv Month.

Destroy when 3 years old.

e. CoDies of FIIA Pavment and Refund Voucher$.
Destroy when 3 years old.

15. NAVY MILITARY PAY FINANCIAL REPORTS.
Machine listing reports showing prior and projected
military pay expenditures by type and associated
correspondence which are provided to higher authority
for budget and appropriation management (accrual
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accounting) purposes.

Destroy copies 4 years after transmittal of originals to
higher authority.

16. ANALYSIS AND REPORTING OF DISBURSING
AND ADMINISTRATIVE OFFICE ERRORS IN
SUBMI’ITING INPUT TO THE AUTOMATED JUMPS
PAY SYSTEM (FIELD ERROR ANALYSIS
REPORTING SYSTEM). FiIes consisting of machine
tisting of statistics by disbursing station symbol number
and unit identification code reflecting data submission
errors with related correspondence.

Deslroy when 1 year old.

17. MASTER FILE OF UNIT IDENTIFICATION
CODES (UIC) AND DISBURSING STATION SYMBOL
NUMBERS (DSSN) WITH MAILING ADDRESSES.

a. Monthlv Microtitm of Activitv Master File.
(Microform title: AMF.)

Destroy when 1 month old.

b. Post Cards and Correspondence Effecting Changes

@ the Activitv Master File, Files which are submitted to
DFAS by disbursing officers in accordance with
PAYPERSMAN (NAVSO P-3050, Part 9).

Destroy when 1 year old.

SSIC 7500-7599

AUDITING RECORDS

Sm?m4

GENERAL AUDITING RECORDS

RECORDS ACCUMULATED DURING THE
PLANNING AND EXECUTION OF THE NAVY AUDIT
PROGRAM INCLUDING AUDITS PERFORMED BY
THE NAVAL AUDIT SERVICE (NAVAUDSVC),
INTERNAL REVIEW STAFFS, MANPOWER AUDIT
BOARDS OR AREA AUDITORS, AND RECORDS
ACCUMULATED BY NAVY ACTIVITIES AS A
DIRECT RESULT OF AUDIT AGENCIES EXTERNAL
TO THE NAVY WILL BE HANDLED IN
ACCORDANCE WITH PROVISIONS OF THIS (7500-
7599) SERIES.

1. GENERAL CORRESPONDENCE FILES. Records

relating to the operation and administration of audit or
internal review functions. (Exclude primary program
records covered in SSIC 7500.1.)

Destroy when 2 years old.

2. INTERNAL AUDIT CONTROL RECORDS. Records
maintained as a control of activities or functions subject
to Navy audit or review.

Destroy when superseded or cancelled,

3. INTERNAL MANAGEMENT REPORTS. Reports
and tiles maintained for review and analysis of audit
operations and for performance of audit planning.

Destroy when 2 years old or no longer needed for
audit analysis or planning, whichever is earlier.

4. AUDITORS’ TIME AND ASSIGNMENT RECORDS.
NAVAUDSVC individuals’ biweekly time records, audit
assignment letters, and other related local forms.

Destroy when 2 years old.

5. AUDIT PRECEDENT FILES. Cards, indexes, or
other records sununarising and/or indexing important
decisions relating to contract auditor internal audit
matters, such as “Unallowable Costs, ” “Contract Audit
Decisions” briefs, and decisions of review boards, the
Comptroller General of the U. S., and others.

a. Navv Activities.

Subsnit SF-115 following the guidelines of Part H,
paragraph 4.

b. Marine Coros Activities.

Submit SF-115 following the guidetines of Part H,
paragraph 4.

Ss[c 7501

REVIEWS AND SURVEYS CONDUCTED BY THE
GAO RECORDS

1. COPIES OF REVIEWS AND SURVEYS OF THE
GAO.

a. Action Offices.

Destroy when no longer needed, incorporated into
report, or terminated, whichever is earlier.
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b. Information Offices. 1. INTERNAL AUDIT.

Destroy when no longer needed. a. General Correspondence lWs. Records relating to
the implementation and operation of internal audit

c. ASSTSECNAV (FM&C) (FMO-31) programs. Announcement letters, research topics, point
papers, audit fact sheets, brief sheets, etc.

Incorporate into master file (7501 .2C) when report is
issued. If terminated, retain on board for 3 years, Destroy when 3 years old.
then destroy.

b, Guidance on Recruiting, Career Development. and
2. COPIES OF REPORTS. Reports issued as a result of Staff Mana!zement of Auditors.
survey or review, distributed to action oftlce(s), collateral
action o!llce(s), and to other DON oftlces for
information.

a. Action Oftlces.

Destroy when 3 years old.

b. Information Of?lces.

Destroy when no longer needed for reference.

c. ASSTSECNAV (FM&C) (FMO-31 ) Comprehensive
Case File on Each GAO ReDort.

Transfer to WNRC when 3 years old. Destroy when
6 years old.

d. Dratl Renorts,

Destroy upon receipt of final reports.

SSIC 7502

AUDITS CONDUCTED BY TIIE DOD ASSISTANT
INSPECTOR GENERAL (AUDIT) RECORDS

1. COPIES OF REVIEWS, SURVEYS,
ANNOUNCEMENTS AND REPORTS. Files distributed
to action office(s), coIhtteral action office(s), and to other
DON oftlces for information.

Apply SSIC 7501.

SSIC 7510-7549

INTERNAI. AUDITING RECORDS

SSIC 7510

GENERAL INllHINAL AUDITING MATTERS

Destroy when no longer required for reference.

2. MANAGEMENT INFORMATION SYSTEMS
REPORTS. Reports generated from machine-readable
information (i.e., DLSIE) systems which track all
planned, ongoing, suspended, cancelled and closed audits.
Afso tracks the status of significant, unsolved, open and
closed findings of internal audits.

a. Textual Retmrts.

Destroy when no longer required for reference.

b. Kevword Indices.

Destroy when no longer required for reference.

Ss[c 7511

AUDIT SCIIEDULIM/AUDIT PLANNING

1. AUDIT SCMEDULES AND PLANNING
DOCUMENTS. Audit plans and schedules produced
during the audit scheduling process, as required by
SECNAVINST 751O.7E.

a. Ms. This category would include documents
such as the Annual Audit Plan, Internal Audit Plan,
Audit Plan change form, etc.

Destroy when 3 years old or when no longer required
for reference.

b. Research. Correspondence relating to audit topic
research.

Destroy when 3 years old or when no longer required
for reference.

c. !%g~estions. Audit suggestions and requests for
audits.
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Destroy when 3 years old or when no longer required
for reference.

SSIC 7520

INTERNAL AUDIT PROCED URES AND POLICY

1. AUDIT PROCEDURES AND POLICY. Instructions,
directives, notices, guidance letters, changes and other
documents used in promulgating audit poticies and
procedures required to perform performance and
financial audits.

Destroy when superseded or no longer required for
reference.

SSIC 7540-7549

INTERNAL AUDIT REPORTS AND RECORDS

1. INTERNAL AUDIT REPORTS AND RECORDS.
Reports, correspondence and working papers generated
from periodic and continuous reviews of disbursing;
multi-location project management; special
appropriations and funds; commercial activities; morale,
welfare and recreation; and audit assist efforts for other
audit agencies.

a. Official Audit Reoorts and Files. Pubfished Audit
Reports, working papers prepared in accordance with
GAO standards, correspondence, concurrences,
comments, revisions, and audit follow-up correspondence,
submitted to the commanding oftlcer, the immediate
supervisor in command, bureau command, or other
authorities.

Permanent. Transfer to WNRC when 3 years old.
Transfer to NARA in 5-year blocks when 20 years
old.

b. UnofRcial ReDorts and Audit Files Maintained by
$he Audit Aeency. Correspondence, drafts, point papers
reports, revisions, Audh Review guide, audit programs,
utilization drafts, recommendations, audit follow-up,
brief sheets, work papers, and reports, Classified
reports, working papers, correspondence and file must be
disposed of in accordance with OPNAVINST 5510.1
Series.

Destroy 3 yeara after aud~t report publication or 2
years after all recommendations are closed,
whichever is later.

c. Informational Conies of ReDorts of Audits
Performed by Other Activities or Offices and Received

for Reference or Informational Purnoses Only. Reports,
correspondence, charts, tistings, received as reference or
informational material from outside activities.

Destroy when superseded or no longer required for
reference, whichever is earlier.

2. OTHER AUDIT REPORTS. Files concerning other
agency audit reports such as Survey and Investigations,
Staff (S&IS House Appropriations Committee (HAC)),
and other reports not covered in SSIC 7540.1.

Destroy 3 years after audit report publication or 2
years after all recommendations are closed,
whichever is later.

3. AUDITORS’ WORKING PAPERS. Papers prepared
in accordance with GAO audit standards and assembled
during the course of internal audits or reviews at Navy
and Marine Corps activities. (These papers or other
documentation prepared or accumulated to assist the
auditor in evaluating fiscal operations and to support
auditor’s findings and recommendations as presented in
formal audit reports. These papers are not normally
released.)

Destroy 3 years after audit report publication or 2
years after all recommendations are closed,
whichever is later.

1. MANAGEMENT CONSULTING. Reports and
associated correspondence refated to providing
management consulting services to all levels of DON.

Destroy when 5 years old.

SSIC 7560-7599

CONTRACT AUDITING RECORDS

SSIC 756Q

GENERAL CONTRACT AUDITING RECORDS

1. GENERAL CORRESPONDENCE FILES. Files,
studies, and other records relating to the execution of
contract audit programs. (Exclude primary program
correspondence tiled under SSIC 7000.1.)

Destroy when 3 years old.

2. REPORTS AND WORKING PAPERS RELATED TO
SPE~IAL STUDIES performed to evaluate the
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effectiveness of contract audit support of procurement.

(We SSIC 7000.1 for special studies accumulated by
ASSTSEC!NAV (FM&C).

Destroy when no longer needed for reference.

3. EVALUATIONS of GAO reports and proposed
responses which involve contract audit or cost accounting
practices.

Destroy report copies, evaluations, and proposed
responses after all action and coordination have been
completed and the documents are no longer required
for reference.

4. SPECIAL CORRESPONDENCE. Correspondence
with OSD, industry groups, university groups, and public
accounting firms on matters affecting the pricing or
costing of contracts or the auditing of costs incurred or
proposed thereunder.

Destroy when no longer needed for reference.

5. CONTRACT CASE FILES MAINTAINED BY
CONTRACT AUDITORS. Copies of contracts,
subcontracts, and amendments and changes thereto,
letters of intent, and correspondence relating directly to
the contract document or to changes and amendments
thereto, involving cost-type, cost-plus-fixed-fee, fixed-
price incentive, and fixed-price redeterminable contracts.

Destroy 3 years after submission of contract audit
closing statement.

6. PUBLIC VOUCHER FILES. Contract auditors’
copies of vouchers filed by contractors and numerically
thereunder by contract number.

Destroy when 3 years old.

7. VOUCHER REGISTERS. Summary records of
voucher transactions used for contract audit purposes
and maintained by contract auditors.

Destroy when 3 years old.

SsKuw

CONTRACTORS’ CONTROLS AND PROCEDURES
RECORDS

1. COMPANY CORRESPONDENCE FILES
MAINTAINED BY CONTRACT AUDITORS.
Alphabetical files of copies of correspondence with

individual companies.

Destroy when 6 years old or information is no longer
required for current audit purposes, whichever is
later.

2. SURVEY OF CONTRACTORS INTERNAL
CONTROLS AND ACCOUNTING PROCEDURES.

Destroy 2 years after submission of contract audit
closing statement under the contract or when no
longer required for audit purposes, whichever is
tater.

SSIC 7562-7577

ACCOUNTING RULINGS, PRECEDENTS. AND
DECISIONS RECORDS (RESERVED)

SW3m

CONTRACT AUDIT REPORTS RECORDS

1. CONTRACT AUDIT REPORTS. Reports not
specifically covered etsewhere in SSICS 7560-7599. Audit
reports and all documents comprising a part thereof and
related correspondence and working papers. Records
include such reports as contract audit closing statements,
advisory accounting reports, and reports or special audits
and cross servicing audit assignments.

a. PreDarin~ Activitv CoDies. Copies of reports
maintained by activities and offices performing the
contract audit including working papers used in
developing reports and other related papers and
correspondence.

Destroy 2 years after submission of contract audit
closing statement or advisory accounting report.

b. Official Re~ort Maintained bv Svstems Commands

Destroy when 5 years old.

c. All Other Cor)ies. Files including reference copies
of reports of other activities or agencies that are received
or maintained for information or reference purposes
only.

Destroy when superseded or no longer needed for
reference. whichever is earlier.

2. CONTRACT AUWT WORKING PAPERS.
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a. working Par)ers preDared in Conjunction with
Audit Reports.

Dispose of at the same time and in the same manner
as related contracts.

b. Workinu PaDers and Reference Material
Pertaininfz to a SDecific Contractor.

Destroy when superseded or obsolete (e.g., company
becomes defunct, contractor’s controls and systems
are revised or superseded, or contractor no longer
performs contracts for the federal government).

SSIC 7581-7584

PRE-AWARD SURVEY RECORDS (RESERVED)

SS[C 7585

GENERAL ACCOUNTING OFFICE REPORTS
RECORDS.

1. GAO REPORTS. (See also SSIC 7501.)

Destroy 10 years after the close of the fiscal year
involved.

SSIC 7590

CONTRACT AUDIT COST PRINCIPLES RECORDS

1. GENERAL CORRESPONDENCE. Records related
to amortization and depreciation, research and
development expenses, retirement and profit-sharing
plans, premium pay, state and local taxes, and rental
expenses. (Exclude primary program correspondence
filed under SSIC 7000.1.)

Destroy when 3 years old.

SSIC 7600-7699

INDUSTRIAL FUND FINANCING RECORDS

~o

GENERAL INDUSTRIAL FUND FINANCING
RECORDS

THESE RECORDS ARE ACCUMULATED BY
INDUSTRIAL OR COMMERCIAL-TYPE ACTIVITIES,
INCLUDING THE GUARANTEED LOAN FUND,
SPECIFICALLY DESIGNATED BY SECNAV AS AN
INDUSTRIAL FUNDED ACTIVITY SUBJECT TO SITE

SECNAVINST 5212.5D
22 April 1998

AUDIT BY THE GAO. THE RECORDS ARE
ACCUMULATED BY THESE ACTIVITIES IN
CONNECTION WITH THEIR UTILIZATION OF
FUNDS IN PAYMENT FOR COSTS OR SERVICES,
REPAIR, MANUFACTURE, ETC., ORIGINAL
DISBURSEMENT RECORDS ARE RETAINED AT THE
SITE OF OPERATIONS WHERE THEY ARE SITE
AUDITED BY GAO. THE ORIGINAL RETURNS ARE
HELD ON BOARD LONG ENOUGH TO SATISFY
NAVY AND MARINE CORPS ADMINISTRATIVE
NEEDS AND THE AUDIT REQUIREMENTS OF GAO.
SPECIAL INSTRUCTIONS FOR THESE ORIGINAL
DISBURSING RECORDS OF INDUSTRIAL FUNDED
ACTIVITIES ARE CONTAINED IN SSIC 7251. IN
ADDITION, CHARTERS, COMMERCIAL BUDGETS,
AND OTHER FINANCIAL RECORDS PECULIAR TO
INDUSTRIAL FUNDED ACTIVITIES ARE LISTED fN
THIS (7600-7699) SERIES. APPLY PERTINENT
SUBJECT MATTER PROVISIONS THROUGHOUT
TIfIS MANUAL TO OTIIER RECORDS OF
INDUSTRIAL ACTIVITIES.

1. GENERAL CORRESPONDENCE FILES. Records
relating to the internal administration, and operation of
industrial or commercial fund financing operations.
(Exclude primary program correspondence filed under
7000.1.)

Destroy 3 years following close of the fiscal year
involved.

SSIC 7610

CHARTERS RECORDS

1. CHARTERS OF NAVAL INDUSTRIAL FUND OR
COMMERCIAL-TYPE ACTIVITIES.

a. Master Charters Maintained at Der)artmental or
Co]mnand Levels and Related PaDers.

Permanent. Transfer to FRC when activity is
disestablished or industrial financing is withdrawn.
Offer to NARA when 20 years old or upon
disestablishment, whichever is later.

b. Industrial Activities Official File CoDies.

Destroy when activity is disestablished.

c. Other Copies.

Destroy when superseded, cancelled, or when
purpose is served, whichever is earlier.
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SsM226M

CASH ALLOCATIONS RECORDS

1. CASH ALLOCATION RECORDS. Letters of
allocation and related files,

Destroy 3 years following close of the fiscal year
involved.

~o

FINANCIAL CONDITION RECORDS

1. PERIODIC FINANCIAL STATEMENT OF NAVY
INDUSTRIAL FUND OR COMMERCIAL-TYPE
ACTIVITIES.

a. Periodic Statements Received bv ASSTSECNAV

-.

(1) Annual statements.

Permanent. Transfer to WNRC 3 years after close
of fiscal year involved. Offer to NARA in 10-year
blocks when 20-30 years old.

(2) All others.

Destroy when 6 years and 3 months old.

b. Statement Received and/or pre~ared by
Departments, Bureaus, and Oftlces or Other Comizant
Activities for Submission to ASSTSECNAV (FM&C]

Destroy when 4 years old.

c. CoDies Maintained bv Other Submitting Activities.

Destroy when 2 years old.

2. COMMERCIAL CASH BUDGETS, OPERATING
AND ESTIMATED, TOGETHER WITH BACK-UP
REPORTS AND DATA.

Destroy 1 year after close of fiscal year covered.

SSIC 7640

INCOME AND EXPENSE RECORDS

1. GENERAL LEDGERS OF NAVAL INDUSTRIAL
FUND ACTIVITIES. Summary records of activity’s
financial transactions (manual or mechanized).

Destroy 10 years after close of fiscal year involved, as
provided in SSIC 7331.2.

2. SUBSIDIARY ACCOUNTING LEDGERS.
Accounting ledger records subsidiary to and used as
control and posting media to the general ledger. These
consist of such documents as cash receipt and
disbursement ledgers, issue and turn-in ledgers, voucher
registers, j oumal vouchers, materials on order ledgers,
etc.

Destroy 4 years after close of fiscal year involved.

3. ORIGINAL NAVAL INDUSTRIAL FUND
DISBURSING RETURNS.

Destroy 6 years and 3 months after the period of the
return.

4. OTHER INCOME AND EXPENDITURE RECORDS.

Apply provision for similar non-industrial fund
financial management records throughout this
chapter.

~o

DEFENSE BUSINESS OPERATIONS FUND (DBO~
fFORMERLY NAVY AND MARINE CORPS
INDUSTRIAL FUN1)) RECORD (NAVCOMPT
MANUAL, VOLUME 5]

1. MASTER FILE. Master file consisting of one copy
with changes and revisions.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20-25 years old in 5 year
blocks.

2. OTHER COPIES.

Destroy when superseded, cancelled, or no longer
needed for opemting or reference purposes,
whichever is earlier.

SSIC 7670

WORKING CAPITAL FUND REGULATIONS
RECORDS

1. CORRESPONDENCE RELATED TO CHANGES,
REVISIONS, AND CLARIFICATION OF NAVCOMIT
MANUAL, VOL. 5
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Destroy when 3 years old.

SSIC 7700-7799

PROGRESS AND STATISTICAL REPORTING
RECORDS

SSIC 7700

GENERAL PROGRESS AND STATISTICAL
REPORTING PROGRAM

1. STATISTICAL DATA FILES. Data systems created
by DON in response to report requirements by DOD and
other Federal government agencies. Data collected at
ASSTSECNAV (FM&C) CMC (P&R) for further
dissemination on subjects such as status of reserve
components, active duty military personnel casualties,
personnel distributions, financial and budget data,
payroll outlays, RDT&E activities and the International
Balance of Payments and Flow of Gold.

a. Guidance Documents Received from OSD
SDecifvina Policies and Procedures to be Followed in the
Preparation and Submission of RetIorts.

Destroy 6 months after superseded, or no longer
needed.

b. Intmt Data from Navy and Marine Corm
Components.

Destroy after third update cycle.

c. Master and Ilistorical Data Files.

Submit SF 115.

(1) RDT&E.

Submit SF 115.

(2) Military personnel data.

Submit SF 115.

(3) Status of reserves components data.

Submit SF 115.

(4) International Balance of Payments data.

Submit SF 115.

(5) Flow of Gold data.

Submit SF 115.

(6) Civilian personnel data.

Destroy 6 months after superseded, obsolete or no
longer needed.

(7) Payroll outlay data.

Destroy 6 months after superseded, obsolete or no
longer needed.

(8) Financial and budget data,

Destroy 6 months after superseded, obsolete or no
longer needed.

(9) All other data.

Submit SF 115.

d. Outtmt Rer)orts to DOD and Other Federal
Government Agencies.

Apply appropriate paragraphs for applicable hard
copy.

e. Documentation.

Destroy in accordance with related data systems.

Sslc 7710

POLICIES RECORDS

Apply SSICS 7000 and 7700.

SSIC 7720

PROCEDURES RECORDS

Apply SSIC 7700,

SSIC 7800-7899

CONTRACT ANI) SPECIAL FINANCING RECORDS

SSJC 7800

GENERAL CONTRACT AND SPECIAL FINANCING
RECORDS

1. CONTRACTORS’ PAYROLL FILES. Construction
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contracts submitted in accordance with Labor
Department regulations with related certifications, anti-
kickback afEdavits, and other related papers.

Destroy 3 years after date of completion of contract
or until contract performance is subject to
enforcement action, whichever is later.

SSIC 7900-7999

EEO RESOURCES MANAGEMENT RECORDS
JRESERVED)
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CHAPTER 8

ORDNANCE MATERIAL RECORDS

SIC sOoo-~

THE RECORDS DES-ED IN THIS CHAPTER
RELATE TO T~ DESIGN, DEVELOPh4rjl$l’r,
PRODUCI’ION, AND REAf)mSS OF ALL TYPES OF
ORDNANCE MATERfAL AND FUNCllONS. THEY
ARE ACCUMULATED BY ANY SHORE ACTIVITY
OR DEPARTMENTAL 0FFfC13 CONCERNED WITH
ORDNANCERELATED FUIWTIONS INVOLVING
ANY TYPE OF WEAPON SYSTEM USED BY THE
NAVAL FORCES. RECORDS RELATLNG TO
RESEARCH AND DEVELOPMENT ARE COVERED IN
CHAPTER 3. RECORD6 RELATING TO
MAINTENAhKX AND OTHEll LOGISTICAL
MATTERS ARE COWW3D IN CHAPTER 4.

SIC 8o00-S199

GENERAL 0RDNWC33 MATERfAL AMMUNITION
AND EXPLOS~f$ RECOD$

Ss!!am

GENERAL ORDNANCE MATERIAL RECORDS

1. PRIWY PROGW RECOW)8,

chief of Naval Operations (CNo). Commandant of
Ma%ne tk~ (cMC) and co~ der, Naval Sea

ems Comma nd (COMNAVSE AsYscokQ
_arteqi . Files and records, documenting the
development and accomplitit of policies, plans, md

WW- ~d procedures for naval ordnance in the
WrfOrmSnCeOf the assigned mi.wion of the command to
provide material support to meet the needs of the
Department of the Navy (DON), other military
departments and defense agenciea within the assigned
“material support” responsibility of the connnand.

Permanent. Transfer to Washington National
Records Center (WNllC) when 4 years old, except
Marine Corps activities will transfer to WNRC
when S years old. Offer to National Archives and
Records AdndnMration (NAIM) when 20 years
old.

b. Naw Shore Activities A@gn ed Resuonsibilitv for
Naval ordn~c~. Files and records documenting the
organization of the activity, overall development and
accomplishment of significmt plans and policies
concerning naval ordnance of continuing, long term,
historical, scientific, legal or administrative value.

Permanent. Transfer to nearest FederaI Records
Center WC) when 4 yesra old. Offer to NARA
when 20 years old.

2. GEIWW RECORllS.

a. IWes of Naval ordn~ce ~
. . .

*. (fklusive of
CNO, CMC, and COMNAVSEASY;COM Headquarters
and Navy shore activities assigned responsibility for naval
ordnance). Files and records documenting the
organization of tbe activity and overaU development and
accomplishment of plans, studies and P@ects and
essential transactions of the activity.

Transfer to nearest FRC when 2 years old. Destroy
when 6 yt!$ll%Oki.

b. Internal ordn~ce Functions Rwo@. Rontjne
internal operations concerning administration of
ordnance functions at COMNAVSllASYSCOM
Headquamms and shore activities.

Retain on board. Destroy when 2 years old.

3. DUPLICATll RECO~. Records Duplicated in
Other Files. Filex and records that are duplicated or
summarized in records described above.

Retain on board. Destroy when 2 years old.

4. UNIDE~IF~D RECOW. Records relating to
Navy ordnance that are not described in this chapter.

Disposition not authorized. Submit an SF 11S
foUowing the guidelines in Part H, para. 4.

5. ORDNANCXl DESIGN AND kftk~~~. Life Cycle
Engineering and Management and Fleet Support
Records. Files and records at COMNAVSEASYSCOM
Headquarters documenting tbe direction, control, and
decisions in the ptanning, programming, budgeting,
development, acquisition, maintenance, engineering,
logistic support, material management and disposal of
assigned systems and equipment in support of ordnance
acquisition, fleet modernisation and fleet material
support. Exclude records maintained by tbe project
manager and filed under SSIC SOOO.ls.

Transfer to WNRC when 2 years old. Destroy when
10 years old.

6. ORDNAWl? TECHNICAL INSTW~ONS.
Documents that contain descriptions and instructions for
installation and alignment, operation, maintenance, and
overhaul of weapon systems and equipment.
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n. Ordnance PamDhlets (0 Ps) and Ordnance Data
~.

(1) Record copy, paper, no silver film exists, held
by COMNAVSEASYSCOM Central Technical Manual
Management Activity, and Naval Sea Data Support
Activity, Naval Ship Missile Systems EngineeMg Station,
Port Hueneme, CA, and published after January 1%7.
(Documents pubUshed prior to January 1%7 are already
at WNRC.)

Permanent. Transfer to WNRC when obsolete or
no longer needed for reference, Offer to NARA
when 20 years old.

(2) Record copy, microfibn, silver film and one
copy, held by COMNAVSEASYSCOM Central Technical
Manual Management Activity, and Naval Sea Data
Support Activity, Naval Ship Missile Systems Engineering
Station, Port Hueneme, CA.

Permanent. Transfer to WNRC immediately after
tibning and verification of microfitm. Offer to
NARA when 20 years old.

(3) Record copy, paper has been filmed,

Destroy when film is verified.

(4) AU other copies, paper, including copies for
which silver film exists and aU other film copies.

Retain on board. Destroy when no longer needed
for reference.

b. $WCJ“alWeai)ons Ordnance Publications (SWOPS)
(1) AU series, except 6 and 8. Publications relate to

handling, maintenance, testing, storage and
transportation of nuclear weapons.

(a) Record copy at Naval Surface Warfare
Center Indian Head Division Detachment, McAlester,
OK.

Permanent. Transfer to WNRC when obsokte or
no longer needed for reference. Offer to NARA 10
years after transfer to WNRC.

(b) AU other copies at any activity.

Retain on board. Destroy when no longer needed
for reference.

(2) series 6, explosive disposal rendering safe
procedures (nuclear weapons), and Series 8, explosive
ordnance d~posal weapons trainer rebuild procedures
(nuclear weapons).

(a) Record copy at Naval Explosive Ordnance
Disposal Technology Division, fndian Head, MD.

Permanent. Transfer to WNRC when obsolete or
when no tonger needed for reference. Offer to
NARA 10 years after transfer.

(1)) AU other copies at any activity.

Retain on board. Destroy when no longer needed for
reference.

7. ORDNANCE REPORTS AND RELATED PAPERS.
Copies of reports submitted to COMNAVSEASYCOM
Headquarters or higher authority md not covered
elsewhere in this chapter. These records are accumulated
by preparing activities such as weapons testing facilities
and fleet units.

Destroy when 2 years old.

8. DESIGN, DEVELOPMENT, TESTING, AND
EVALUATION FOR NEW DESIGNS AND
CONVERSIONS OF AIR, SURFACE, AND UNDERSEA
WARFARE SYSTEMS. Component systems, equipment,
and materials and high energy lasers which have a
mission to destroy targets.

a. Documentation of the Desbm and Develooment of
New and Imrmoved Products from ConceDt Formulation
~ liverv to tbe F1 .
Documentation includes development concept paper,
support of system, plan for program, logistics objectives,
pbms, performance parameters, areas of risk,
akernativtx, Defense Acquisition Review Council
(DSARC) submissions and approvals, estimate of costs,
life cycle costs, potential benefits, fiscal guidance, and
review confirming need for system.

(1) Office of the COMNAVSEASYSCOM project
manager for designated projects, the acquisition
management office for non-designated pra”ects, and
technical manager.

(a) Cognizance transferred.

Transfer to new cognisant office.

(b) Cognizant office.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

(2) Other offices and activities.
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Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

b. Documentation of 140iect Scheduling, Progress
Reoartim and Contract Administration. Records include
intensive management, technical direction, engineering,
control, and life cycle management. Documents include
work tasks, schedules, cost reports, progress reports, and
contract administration documents other than those
which belong in the official contract file. (These fites are
located in the office of the project manager for the
designated pr@ct and the acquisition management office
for designated project.) These records retate to
individual milestones or tasks within a project.

Destroy after fihn has been verified.

(3) All other copies.

Retain on board. Destroy when no longer needed for
reference.

(1) Silver halide film and one copy at Naval Surface
Warfare Center, Indian Head, MD.

Permanent. Transfer to WNRC immediately after
filming and verification of fihn. Offer to NARA
when 20 years old.

(1) Cognizance transfemed.
(2) All other copies.

Transfer to new cognizant office.

(2) Cognisant office.

Destroy when superseded or no longer needed for
reference.

9. IN-SERVICE SYSTEMS MAINTENANCE
RECORDS. Documentation of maintenance engineering
and maintenance management at the organizational,
intermediate, and depot levels, material management,
and logistics support plans.

a. Office of Eaui~ment Maintenance Manaeer,

‘Ihnafer to nearest FRC when 2 years old. Destroy
when 20 years old.

b. Activity Deaianated as the Maintenance
Endmerin~ AEent.

Transfer to nearest FRC when 4 years old. Destroy
when 20 yellrs old.

10. SPECIFICATIONS FOR ORDNANCE
EQUIPMENT. Records such as history (case) files for
ordnance specifications; weapon specification% and
mititary specifications, standards, and handbooks for
ordnance equipment consisting of copy of the
specification and pertinent back-up documentation.

a. Paoe r Coniq.

(1) Record copy, no silver film copies exist, at
Naval Surface Warfare Center, Indian Head, MD.

Permanent. Transfer to WNRC when canceled.
Offer to NARA when 20 years old.

(2) Record copy, when filmed.

Retain on board. Destroy when no longer needed for
reference.

11, ORDNANCE EQUIPMENT HISTORY. Cards or
other records recording the history of the piece of
equipment located at the custodial activity.

Retain on board. Destroy after equipment is
disposed of.

12. ORDNANCE EQUIPMENT ENGINEERING PLANS
AND DRAWINGS FOR ALL ORDNANCE, WEAPONS,
AND MATERIAL. Records retating to conventional
ordnance, missiles, underwater ordnance, ordnance took,
spare parts, etc.

a. Oritinals on Linen. Mvkr. or Similar Medium.

(1) Design agent for the equipment (no silver fihn
exists).

Permanent. Transfer to WNRC when equipment or
system is removed !kom the active fleet. Farward
copy of transmittal to Naval Surface Warfare Center
Ordnance Station, Louisville, KY. Offer to NARA
when 30 years old.

(a) Equipment sold.

Transfer one set of copies with equipme5t.

(2) Fihned, fihn copy verified.

(a) Originak show complete gun mount, gun
director, or rocket projector.

Permanent. Transfer to WNRC when equipment or
system is removed from the active fleet. Forward
copy of transmittal to Naval Surface Warfare Center
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Ordnance Station, Louisville, KY. Offer to NARA
when 30 y- old.

(b) AB other original drawings such as small parts
or subassemblies.

Retain on board. Destroy when equipment or
system is removed fkom active fteet and original is
no longer needed.

b. Fibn CoDies at Ngn hen(.

(1) Record copy, silver film, and one copy.

Permanent, Transfer to WNRC immediately after
filming and verification. Offer to NARA when 30
years old.

(2) Other copies.

Retain on board. Destroy when equipment is
removed from active fleet.

(3) Equipment sohL

Transfer one set of copies with equipment or
material.

c. AU Other CoDies, Anv Medium, Located at Navy

Inventorv Control Point (NAVICP), Mechanicsburg, PA
md W her Activiti~,

Retain on board. Destroy when no longer needed
for reference.

13. TECHNICAL REPORT FILES PREPARED IN
CONNECTION WITH A PROJECTOR TASK. Tbeae
reports summarize the progress, findings, and
conclusions reached relative to specific pm.@a. They
may clarify and supplement information contained in
work laboratory notebooks and other source data.

a. RWord CODY(maintained by Project Manager),

Transfer to WNRC when 4 years old. Destroy
when 20 yeara OI(L

b. All Other Cooi~,

Retain on board. Destroy when no longer needed
for reference.

14. COMMANDING OFFICER’S NARRATIvE
REPORTS. Evaluation by commanding officers of the
missile system and other weapon systems including
system problems or operational experience.

a. Record CoDv at Naval Surface Warfare Centerl
Port Hueneme. CA.

Transfer to nearest FRC when 5 years old. Destroy
when 12 years old.

b. AU Other Cogies at all Other Activitiw.

Retain on board. Destroy when no longer needed for
reference.

1S. PHOTOMICROGRAPHS OF METALS USED IN
MANUFACTURE OF NAVAL NUCLEAR WEAPONS
AND MATERIALS.

a. Reco rd CooV at Naval Ordnance Activiti~.

Transfer to WNRC when 4 years old. Destroy when
50 years old.

b. All other cogies,

Retain on board. Destroy when no longer ❑eeded for
reference.

SSIC 8010

AMMUNITION AND EXPLOSIVES RECORDS

1. ACTIONS OF NAVY MEMBER ON THE
COORDINATION OF THE CONVENTIONAL
AMMUNITION LOGISTICS PROGRAMS AND
ACTIVITIES BOARD.

a. Documentation of Board DecI“sions and
Reconunen dations Including Baclwrou nd Information on
Conventional Ammunition, Ammunition Production Base,
and Ammunition Storage and Distribution Facilitiq.

(1) Record copy at the office of the ammunition
commander.

Permanent. Transfer to nearest FRC when 4 years
old. Offer to NARA when 30 years old.

(2) AU other copies.

Retain on board. Destroy when superseded or no
longer needed for reference,

b. Rewwts. CataIogues, Plans. Etc.

Retain on board. Destroy when superseded or no
longer needed for reference.
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2. SMO=LESS POWDER (SPDN) AND FLASHLESS
POWER (SPDF). ‘he propellants used in gun
ammunition. Each lot of powder is sampled, teated, and
evaluated against predetermined standards for
performance to determine if the powder meets the
required performance specifications.

a. Test and Evaluation ReDorts Describing how the
Powder Performed h ainst the Prescribed Standards.

(1) Record copy at teat activity.

Transfer to nearest FRC when no longer needed for
reference. Destroy when 20 years old.

(2) AU other copies.

Retain on board. Destroy when no longer needed
for reference.

b. Summarv ReDorts Summarizing Test Results on
van “OUS Lots of Powder at Naval Surface Warfare
Center. Indian Head. MD

Transfer to WNRC when no longer needed for
reference. Destroy when 20 years old.

3. CONVENTIONAL AMMUNITION INTEGRATED
MANAGEMENT SYSTEM (CAIMS). An automated
system for the inventory management of the Department
of Navy expendable non-nuclear ordnance. It provides a
single ammunition data base which enabka logistics and
operational managers to obtain current status of
ammunition requirements, assets, production and repair,
expenditures, costs, and tethnical inventory management
data. CAIMS provides on line/real time data base
update capability in support of total Department of the
Navy non-nuclear ordnance management. Data base is
maintained at NAVICP Mechanicaburg, PA.

a. Master F]le and Historical Data Tams.

Retain on board. Destroy after third system
backup.

b. Immt Data Taoes and PaDer Record.

Retain on board. Destroy when no longer required.

c. oUtDut Data and Rer)orts-ComDute r and PaDer.

Retain on board. Destroy when no longer required
for reference,

d. Svstems Documentation to Include Descrbtion of
Data Eleme nts. File Layout. Code Books, and ODerator
and User hfanua~.

Retain on board. Destroy when superseded or no
longer needed for reference.

4. NAVAL ORDNANCE MANAGEMENT
INFORMATION SYSTEM (NOMIS). NOMIS provides
automated management support to the five Naval
Weapons Stations (Seal Beach, CA; Yorktown, V*
Earle, NJ; Charleston, S~ and Concord, CAJ. The
Weapons Stations provide explosive ordnance
manufacture, storage, maintenance, and supply support
to the fleet. The automated system encompasses
ammunition distribution and control, project planning,
financial, supply, payroll, persomel, and transportation
functions necessary in the operation of ordnance
activities.

a. Master File and Historical Data Tanq.

Retain on board. Destroy atler third system backup.

b. InDut Data TaDes and Paoer Record.

Retain on board, Destroy when no longer required.

c. oUtDUt DJlta and ReDorts-COM and Paoer.

Retain on board. Destroy when no longer required
for reference.

d. Svstems Documentation to Include DescrMon of
Data Elements. File Lavout. Code Books. and ODerator
and User Manuals.

Retain on board. Destroy when superseded or no
longer needed for reference.

SSIC 8011

ALLOWANCE RECORDS

1. ALLOWANCE RECORDS. Files include aUowancea
for ammunition and explosives by activity type and other
listing of allowances.

Retain on board. Destroy when superseded,
canceled, or no longer needed for reference.

~

DISTRIBUTION AND ISSI.E RECORDS

1, DISTRIBUTION AND ISSUE RECORDS. Files
include records documenting distribution of ammunition
and explosive and actual issuea made to ships and
activities.
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DeStrOyWbt?ll3 y= old.

FLEET RETURN AMMUNIT ION RECORD$

1. FLEET RETURN AMMUNITION RECORDS. Files
document ammunition and explosives returned by ships
to ammunition depots md naval magazines.

Destroy when 3 years old.

MAINTENANCE AND REWORIURENOVATION
RECORIM$

1. MAINTENANCE AND REWORK/RENOVATION
RECORDS. Files document maintenance and renovation
of ammunition and explosives.

Destroy when 3 years old.

SSIC 8015

MMUNITION STOCK RECORDING SYSTEMS

A

1. AMMUNITION STOCK RECORDING SYSTEMS.
Files document ammunition and explosives receipts and
issues identified by lot number and other means.

Retain on board. Destroy when 2 years old,

SSIC 8020-8026

AMMUNITION AND EXPLOSIVES SAFETY
RECORD!jj

RELATED RECORDS UNDER SSIC 8021-
PACKAGING AND CARLOADING, SSIC 8022-
CARGO SHIP LOADING, SSIC 8023- HANDLING
AND TRANSPORTATION, SSIC 8024- STOWAGE,
SSIC 8025- CASUALTIES AND MALFUNCTIONS,
AND SSIC 8026- DISPOSITION OF AMMUNITION,
SHOULD BE RETIRED TO FRC UNDER SSIC 8020
AND THE APPROPRIATE SUBCATEGORY NOTED
BELOW.

AMMUNITION AND EXPLOSfVE$ SAFETY
RECORDS

1. GENERAL CORRESPONDENCE. Correspondence
not covered elsewhere in this paragraph on matters
related to tbe safety program maintained at

COMNAVSEASYSCOM Headquarters and ahore
activities. (Exclude primary program correspondence
filed under SSIC 8000.la.)

Destroy when 3 yeara old.

2. DATA ON WEAPON SYSTEMS RELATED TO
EXPLOSIVE SAFETY @ESCRIYITON, SAFETY, AND
ENVIRONMENTAL TEST AND EVALUATION) UPON
WHICH EXPLOSIVES SAFETY DECISIONS ME
MADE IN WEAPON SYSTEM DEVELOPMENT FROM
CONCEPT THROUGH DEVELOPMENT,
PRODUCTION, AND APPROVAL FOR SERVICE USE.

a. Record CoDv Imc.ated at Office of weaDon -
Explosives safety Review Board.

Transfer to nearest FltC when 4 years old. Destroy
when 20 years old.

b. All Other Cooies at Anv Activity.

Retain on board. Destroy when no longer needed for
reference.

3. DEPARTMENT OF DEFENSE EXPLOSIVE
SAFETY BOARD REPORTS AND RELATED PAPERS
PERTAINING TO INSPECTIONS TO DETERMINE
THE SAFETY OF AMMUWIION STORAGE AND
STORAGE FACILITIES.

a. co MNAVSEASYSCOM Headauart~ .

Transfer to WNRC when 3 years old. Destroy when
20 years old.

Retain on board. Destroy after two subsequent
reports have been prepared and submitted to
COMNAVSEASYSCOM.

4. MAGAZfNE TEMPERATURE RECORD LOGS OR
OTHER SIMILAR RECORDS, INCLUDING DAILY
REcoIms.

Destroy when 1 year old.

5. OCCUPATIONAL VISION TESTS INCLUDING
VISION PERFORMANCE PROFILES OF
EMPLOYEES.

Retain on board. Destroy after transferor
separation of the employee.

6. PACKAGING, HANDLING, STOWAGE,
LOADING, AND TRANSPORTABILITY
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MANAGEMENT OF DEPARTMENT OF DEFENSE
WEAPONS, AMMUNITION, AND EXPLOSIVES.

a. Docume ntation of Desimh DeveloDment and
Machines. oac Icatimz. handling. Stowage, and TIWISDOrt

imn Inl inEOUD et cud gfbXhIkedHS Rhj e ~ndtin iDm n
and ShiDDinu Containers for WeaDons, Weamm %tems,
Ammunition. and Explosives..

(1) Office of the project manager.

Transfer to wNRC when 4 years old. Destroy
when 20 yetll%old.

(2) Office of the design agent.

Transfer to nearest FRC when 4 years old. Destroy
when 20 yeara old.

(3) AU other copies at alt other activities.

Retain on board. Destroy when no longer needed
for reference.

b. Docementation on Transoo rtation Hazard Ctass
. .

JMdNarv. Coast Guard. and Dcmartment of
Tranmortation) of Sm?cific Naval Ammunition and
EXplOSiVeSRelative to Handling. Stowage, and
Tranmmrtati“onby Naval ShiDs , Activities, and
Commercial carrier+ Information on capability and
performance of specific commercial carriers and activities
retative to trmsportation of ammunition and explosive
materiats including accident/incident reports, Inspector
General inspection reports, Department of
Transportation exemptions, and other supporting
documents.

Destroy when 3 years old.

S&SX!2?

EXPLOSIVE ORDNANCE DISPOS AL (EOD~
RECORDS

1. THE DETECTION, IDENTIFICATION, FIELD
EVALUATION, RENDERING SAFE, RECOVERY,
EVACUATION, AND FINAL DISPOSAL OF
EXPLOSIVE ORDNANCE WHICH HAS BEEN FIRED,
DROPPED, LAUNCHED, PROJECTED, OR PLACED
IN SUCH A MANNER AS TO CONSTITUTE A
HAZARD TO OPERATIONS, INSTALLATIONS,
PERSONNEL, OR MATERIAL. Records pertaining to
disposal of items deemed hazardous or unserviceable by
damage or deterioration when the disposal of such items
is beyond the capabilities of personnel normaUy assigned
the responsibility for routine disposition

(COMNAVSEASYSCOM Headquarters and field
activities).

Destroy when 3 years old.

ssI!M!M

TRANSPORTATION RECORDS

1. TRANSPORTATION RECORDS. Files inctude
general correspondence concerning transportation of
ammunition and explosives. They maY include
information concerning specific shipment, carriers, etc.

Destroy when 3 years old.

$SIC 8030-803 9

GUN AMMUW TION RECORDS

RELATED RECORDS UNDER SSIC 8031- 20MM AND
40MM GUN AMMUNITION, SSIC 8032-3 INCH AND
76MM GUN AMMUNIT ION, SSIC 8033-5 INCH AND
127MM GUN AMMUNITION, SSIC 8034-6 INCH AND
LARGER GuN AMMUNITION, SSIC 8035-
SALUTING GUN AMMUNITION, SSIC 8036- LINE
THROWING GUN AMMUNITION, SSIC 8037-
AIRCRAFT GUN AMMUNITION, AND SSIC 8039-
GUIDED PROJECTILES SHOULD BE RETIRED TO
NEAREST FRC UNDER SSIC 8030 AND THE
APPROPRIATE SUBCATEGORY LISTED BELOW.

SSIC 8030

GUN AMMUNITION RECORDS

1. AMMUNITION FOR ALL NAVAL GUNS. Records
relate to saluting guns, line-throwing guns, aircraft guns,
aU types of rockets, pyrotechnics, demolition material,
and bombs.

a. Techn ical Information on Distribution and Issue,
Maintenance and Rework, Renovation. Stock R~ording
s stems~,
Malfunctions. Handlimz. Stowage. Tran.!mortation,
Material Planning Studies. Stratification. Guns/Mounts
Studies. ShiD and Force Levels. Drawinas and Phns. and
Detailed EnizineeriruzData,

(1) Office of system managers and technical
managers.

Transfer to FRC when 4 years old. Destroy when 20
years old.

(2) Shore activities designated as the various
engineering agents.
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Transfer to FRC when 4 years old. Destroy when
20 years old.

(3) Other naval activities.

k3&Oy wbl 2 y- old.

b. @ ntiguration Statu s of Ammunition Tbrouuhout
the IJfe Cvcle of Ammunition. Files include waivers,
deviations, letters, and messages concerning the
ammunition.

(1) 35UUUfibn at Naval Ammunition FYoduction
EngineeMg Center, Naval Weapons Support Activity,
Crane, IN.

Transfer to neareat FRC after ammunition stock is
expemded. Destroy 10 years after transfer,

(2) Paper copies at Naval Ammunition Production
Engineering Center, Naval Weapons Support Activity,
Crane, IN.

Destroy after film has been verified.

(3) AU other paper and film copies at any activity.

Ddroy when 2 years old.

$$IC 8040-804~

ROCKET RECORDS

RELATED RECORDS UNDER SSIC 8041- SURFACE
ROCKETS, SSIC 8042- AIRCRAFT ROCKETS, AND
8043- GROUND ROCKETS SHOULD BE RETIRED
TO FRC UNDER SSIC 8040.

~o

1. SURFACE, AIRC~ AND GROUND ROCKET
RECORDS. Files relate to information on distribution
and issue, maintenance and rework, renovation, stock
recording systems, safety restrictions, suspensions
casualties, malfunctions, handling, stowage,
trmsportation, material planning studies, drawings,
plans and detailed engineering data.

Transfer to FRC when 2 years old.
10 yellrs old.

SSIC 8050-8054

PYROTECHNICS RECORDS

Destroy when

RELATED RECORDS UNDER SSIC 8051- SURFACE
PYROTECHNICS, SSIC 80S2 IGNITERS, SSIC 8053-

SUBSURFACE PYROTECHNICS, AND SSIC 80S4 -
GROUND PYROTECHNICS SHOULD BE RETIRED
TO FRC UNDER SSIC 8050.

SSIC 8050

PYROTECHNICS RECORDS

1. TEST RECORDS. Records include laboratory
reports and rebtted data cards.

Retain on board. Destroy 2 yeara after item is
declared obsolete.

SSIC 8060-8061

DEMOLITION MATERIAL RECORDS

RELATED RECORDS UNDER SSIC 8061-
AMPHIBIOUS AND UNDERWATER DEMOLITION
SHOULD BE RETIRED TO FRC UNDER SSIC 8060.

SSIC 8060

DEMOLITION MATERIAL RECOR~

1. DEMOLITION MATERIAL RECORDS. Filea
include reports, correspondence, md studies relating to
the manufacture, tactical use, and safety procedures for
underwater demolition explosive devices and components.
Exclude primary program correspondence filed under
8000.1.

Transfer to FRC when 4 years old. Destroy when 10
years old.

SSIC 8070-8073

Nuc LEAR. BIOLOGICAL, AND CHEMICAL (NBC~
WARFARE MATERIAL RECORDS

RELATED RECORDS UNDER SSIC 8071- NUCLEAR
WARFARE MATERIAL, SSIC 8072- BIOLOGICAL
WARFARE MATERIAL, AND SSIC 8073- CHEMICAL
WARFARE MATERIAL SHOULD BE RETIRED TO
FRC UNDER SSIC 8070.

~o

NBC WARFARE MATERIAL RECORDS

1. OFFENSIVE AND DEFENSIVE CHEMICAL
WEAPONS, MAJOR ASSEMBLIES,
COMPONENTS, AND EQUIPMENT INCLUDING
PERSONNEL PROTECTIVE
CLOTHING AND EQUIPMENT, DETECTORS,
DECONTAMINENTS, COLLECTIVE

111-8-8



SECNAVJNST 5212.5D
22 April 1998

PROTECTIVE SYSTEMS (CITADES),
IMMUNIZATION AND PROPHYLAXIS.

a, Primary ProQram Records. Files include program
correspondence, reports, studies and evaluations
maintained by the COMNAVSEASYSCOM project
manager and related to the development and
accomplishment of policies, plans and procedures for
nuclear, biological, and chemical weapons and weapon
systems.

Permanent. Transfer to FRC when 4 years old.
Offer to NARA when 20 years old.

b. Training Records. Files maintained by formal
NBC training schools and records of training exercises
conducted by fleet and activities.

Destroy when 2 years old.

c. General Corresmmdence Ftles. Files include NBC-
related correspondence, instructions, notices, equipment
records, reports, and results of periodic inspections.
Exclude primary program records filed under SSIC
8070.la.

Destroy when 2 years old.

SSIC 8080-8085

ARTILLERY (GENERAL) RECORDS

RELATED RECORDS UNDER SSIC 8081- TOWED
ARTILLERY, SSIC 8082- SELF PROPELLED
ARTILLERY, SSIC 8083- ROCKET ARTILLERY,
SSIC 8084 CANNONS, AND SSIC 8085- ARTILLERY
FIRE CONTROL AND OPTICS SHOULD BE RETIRED
TO FRC UNDER SSIC 8080.

Destroy when 2 years old.

SSIC 8090-8095

LAND TYPE AND MARCORPS AMMUNITION
RECOR@

RELATED RECORDS UNDER SSIC 8091- SMALL
ARMS AMMUNITION, SSIC 8092- LAND MINES,
SSIC 8093- GRENADES, AND SSIC 809S - MORTARS
SHOULD BE RETIRED TO FRC UNDER SSIC 8090.

SSIC 8090

LAND TYPE AND MARINE CORPS AMMUNI TION
RECORDS

1. PRIMARY PROGRAM RECORDS. Files, forms,
and reports documenting the development, establishment,
and implementation of plans, policies, and procedures
relating to MARCORPS ground type, small arms, land
mines, grenades, and mortar ammunition programs.
These records include, but are not limited to, rework or
maintenance programs, requests, special standard
operating procedures, allowances, malfunctions, etc.
These records are maintained only at Headquarters, U.S.
Marine Corps.

Permanent. Transfer to WNRC when 5 years old.
Offer to NARA when 20 years old.

2. GENERAL FILES. Files, forms, md reports relating
to the routine administration of MARCORPS ground
type, small arms, land mines, grenades, mortar, and
artillery type ammunition. Files are maintained by
second echelon and below.

Destroy when 2 years old.

GENERAL ARTILLERY RECORDS

1. PRIMARY PROGRAM RECORDS. Files, forms,
and reports relating to the development and execution of
plans, programs, policies, and procedures relating to
Marine Corps (MARCORPS) artillery and maintained at
Headquarters, U.S. Marine Corps.

Permanent. Transfer to WNRC when 5 years old.
Offer to NARA when 20 years old.

2. GENERAL FILES. Files, forms, reports, technical
manuaLs and instructions required for the routine
administration of the various MARCORPS artillery
programs. Files are maintained at 2nd echeton and
below.

NUCLEAR 0RDNANCE/SPECL4L WEAPONS SAFETY
RECORDS

THE RECORDS DESCRIBED IN THIS SERIES
RELATE TO NUCLEAR ORDNANCE/SPECIAL
WEAPONS SAFETY FOR NUCLEAR ORDNANCE
TYPE FUNCTIONS AND MATERIALS. THESE
RECORDS ARE ACCUMULATED BY ORDNANCE
ACTMTIES AND OFFICES AND BY INTERNAL
UNITS OR DEPARTMENTS, ACTMTIES, OR
OFFICES THAT ARE CONCERNED WITH NUCLEAR
ORDNANCE TYPE FUNCTIONS AND MATERfALS
DURING DEVELOPMENT, MANUFACTURE,
STORAGE, AND USE OF NUCLEAR
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ORDNANCIVSPECIAL WEAPONS FOR ALL NAVAL
FORCES.

1. PRIMARY PROGRAM RECORDS.

a. 14imarv ProQram Corresoo ndence lWa and Other
Records of the CNO. Files that document the
establishment, development, and accomptiahment of
policies, plans, and programs for Navy nuclear
ordnance/special weapons safety.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

b. Primarv Proaram CorresDondence FLISSof 140iec#
Managers and Officm. Fdes (centralized and
decentralized) that document the organizational history
and the overaIl development md accomplishment of
essential and significant transactions, pbms, special
programs, studies, or projects that deal with nuclear
ordnance@ecial weapons safety.

Permanent. Transfer to nearest FRC when 4 years
old. Offer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Files of
ordnance activities and offices or other organizational
units performing nuclear/special weapons safety
functions. (Other than those covered in para. 8100.1.)

D@roy when 2 years old.

3, NUCLEAR ORDNANCE/SPECIAL WEAPONS
SAFETY TECHNICAL INSTRUCTIONS. Files include
instmctions notices, bulletins, advisories and technical
manuals relating to nuclear weapons safety and security.
Exclude record copy of SWOPS filed under SSIC
8ooo.6b.

Retain on board. Destroy when canceled,
superseded or no longer required.

4. DESIGN, DEVELOPMENT, TESTING, AND
EVALUATION FOR NEW SAFETY
DESIGNS AND SAFETY CONVERSIONS TO
NUCLEAR 0RDNANCWSPECL4L
WEAPONS.

a. Documental ion of the Desian and Development of
New and [removed Products for Nuclear
Ordnance/SDecial Weaoon Safetv ftom ConceDt
Formulation Throueh Full Scale Production and Delivery
to the Fleet. Documentation includes development
concept paper, support to system, plan for program,
logistics objectives, plans, performance parameters, areas
of risk, alternatives, Defense Systems Acquisitions Review
Council submissions and approvals, estimates of cost, life

cycle costs, potential bemefits, fiscal guidance, and review
con6rming need for system. (These files are maintained
at the office of the project manager for the designated
prqject, the acquisition management office for
nondesignated projects, and technical manager.)

(1) Cognizance transferal.

Transfer to new office.

(2) Cognizant office.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 30 years old.

b. Documentation of Pmiect Schedulimt. Prwmas
Reoortim and Co tractn Administrate“on. Records include
intensive management, technical direction, engineering
and control, and life cycle management. Documents
include work tasks, schedules, cost estimates,
procurement requeata, control and planning documents,
teat reports, progress reporta, and contract
administration documents other than those which belong
in the official contract file. (These files are located in the
office of the project manager and the technical manager
and relate to tasks and sub-items within a project.)

Retain on board. Destroy when superseded or no
longer needed for reference.

5. IN-SERVICE SYSTEMS DESCRIBED ABOVE.

a. Documentation of Maintenance Enaineerhm and
tenance MariaQement at the or~anizational,

Intermediate. md Dmot Levels. Matella“lMa nammen~
?nd Logistic SUDoort Plans. (These files are located at
the office of equipment nutintenmce manager.)

Transfer to nearest FRC when 4 years old. Iktroy
when 10 years old.

b. Files at the Activitv Designated as the Maintenance
Enaineenng hen!.

Transfer to neareat FRC when 4 yeara old. Destroy
when 20 y- old.

6. ORDNANCE SPECIFICATION RECORDS. Records
such as case files of ordnance specifications. (Tlwae files
are located at the custodian activity.)

Permanent. Transfer to WNRC when canceled.
Offer to NARA when 20 years old.

7. NUCLEAR ORDNANCE SPECIAL WEAPONS
SAFETY EQUIPMENT HISTORY. Cards or other
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records recording the history of the piece of equipment
hated at the custodian activity.

Retain on board. Destroy 2 years after equipment
is removed from inventory.

8. PLANS AND DRAWINGS. Ordnance equipment
d-g pb and drawings for all nuclear
ordnancdspecial weapons and safety devices and
materials, Exclude safety-related weapons components.
This item pertains to slings, straps, restraining devices,
shipping containers, and similar handling equipment.

a. Orhzinak on Linen, Mvlar, or Other Material,
Aperture Cards,

(1) Design agent is transferred.

Transfer to new agent.

(2) All other cases.

Retain on board. Transfer to nearest FRC when
equipment or system is removed from the active
fleet. Destroy when 10 years old.

b, All Other PaDer and Fihn CoDies.

(1) Equipment is disposed of by sale or transfer.

NUCLEAR WEAPONS STORAGE RECORDS. Files
include nuclear weapon storage correspondence including
technical criteria, Navy-Department of Energy technical
data and site requirements.

Transfer to nearest FRC when 4 yeara old. Destroy
when 10 years old.

SSIC 8122

NUCLEAR WEAPO NS MAINTENANCE RECORDS.
General correspondence relating to nuclear weapons
maintenance management and workload coordination,
includes financial data, publication updates and reviews.

Transfer to nearest FRC when 4 years old.
Destroy when 10 years old.

SsKuu23

NUCLEAR WEAPONS READINESS AND TRAINING
RECORD& Files consist of schedules, class rosters,
grade reports and correspondence relating to students
and prospective students in nuclear weapons technical
training schools, correspondence scheduling, nuclear

weapons inspections at field units and correspondence
relating to nuclear weapons handling exercises and drills.

Transfer to nearest FRC when 4 years old. Destroy
when 10 years old,

Transfer plans to new owner.
SSIC 8124

(2) AU other cases.

Retain on board. Destroy when obsolete or no
longer needed for reference.

9. SAFETY REPORTS. Nuclear weapons safety reports
including semi-annual reporting summaries, responses to
unsatisfactory equipment reports, and safety study
scheduling.

Retain on board. Destroy when 5 years old.

ENERAL~q. k-iles
include nuclear weapon policy and guidance distributed
to fleet units, general correspondence with fleet units,
field activity and administration, and inter-Service
reports.

Retain on board. Destroy when 5 years old.

SSIC 8121

NUCLEAR WEAPONS LOGISTICS RECORDS.
Nuclear weapons integrated logistics support
correspondence including evaluation exercise reports.

Transfer to nearest FRC when 5 years old. Destroy
when 10 years old.

SSIC 8125

NucLEAR WEAPONS PLANNING RECORDS. Files
include milestone reporting correspondence, consolidated
program schedules, and plans of action relatingto

nuclear weapons and manufacture and rework.

Transfer to nearwt FRC when 4 years old.
Destroy when 10 years old.

$3SIC8126

NUCLEAR WEAPONS SECURITY RECOR~. FiIes
include general correspondence post orders, watch
assignment bills and emergency action plans relating to
the physical security of nuclear weapons afloat and
ashore.
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Retain on board. Destroy when 3 years old.

Nuc LEAR WEAPONS OPERATIONS RECORDS.
Records relating to the physical movement of nuclear
weapons between manufacturing activities, stockpile sites,
and operational fleet and shore units. F&s include bills
of lading and other shipping and convoy documents.

Retain on board. Destroy when 3 years old.

SSIC 8128

NUCLEAR WEAPONS RADIOLOGICAL CONTROLS
RECORD!$

1. NUCLEAR WEAPONS RADIOLOGICAL
CONTROLS RECORDS. Correspondence and reports
concerning all radiological aspects of nuclear weapons
including shielding, doabnetry, material handling,
persomel administration, training, radiation monitoring,
and waste disposal. Records also include policy,
management plans, and procedures for nuclear weapons
radiological control.

a. COMNAVSEASYCOM Headquarters.

Permanent. Transfer to wNRC when 4 years old.
Offer to NARA when 30 years old.

b. Activities Handling Nuclear Weapons.

Retain on board. Destroy when no longer needed
for reference.

c. All Other Naval Activities.

Retain on board. Destroy when no longer needed
for reference.

~SIC 8140-8149

DHWCTED ENERGY WEAPONS RECORDS

RELATED RECORDS UNDER SSIC 8141- HIGH
ENERGY LASER, SSIC 8142- CHARGED PARTICLE
BEAM, SSIC 8143- HIGH POWER MICROWAVE,
SSIC 8144- FREE ELECTRON LASER, SSIC 8145-
PULSED POWER, SSIC 8146- DEW ANTI-STEALTH,
SSIC 8147- ELECTROMAGNETIC LAUNCHERS, AND
SSIC 8148- STRATEGIC DEFENSE INITIATIVE (SDI)

LETHALITY AND TARGET HARDNESS (LTH)
SHOULD BE RETIRED TO FRC UNDER SSIC 8140.

DIRECTED ENERGY WEAPONS RECORD$

L PRIMARY PROGRAM RECORDS. Files that
document the development, test, production, installation,
support, and training for naval applications of directed
energy weapons. Records contain fictional statements
and define operating philosophies. Includes
correspondence, reporta, plans, studies, data, and other
records maintained by the program manager.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. GENERAL RECORDS. Plans, Policiea, and
procedures relating to the tactical use of directed energy
weapons issued by Fleet, Force, and lower echelon
operational commanders.

Retain on board. Destroy when canceled,
superseded or no longer required.

BOMBS RECORDS. Files include information on
distribution and issue, maintenance and rework,
renovation, stock recording systems, safety restrictions,
suspensions, cnsualtim, malfunctions, handling, stowage,
transportation, material planning studies, drawinga,
plans and detailed engineering data.

Transfer to nearest FRC when 4 years old. Destroy
when 10 years old.

SSIC 820Q

GENERAL FIRE CONTROL AND OPTICS RECORDS

1. PRIMARY PROGRAM RECORDS. Files COtlhill@
memos, reports, studka, and fleet requirements that
document the development of gunfire control systems,
guided missile fire control systems, target designation
systems, underwater fire control systems, rocket fire
control systems, and associated components of the
weapons battery control system. These records are
maintained only by the COMNAVSEASYSCOM project
managers.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. GENERAL RECORDS. Plans, policies, and
procedures relating to the tactical use of fire control
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systems issued by Fleet, Force, and lower echelon
operational commanders.

Rdn on board. Destroy when canceled,
superseded or no longer required.

3. GENERAL TECHNICAL IWCORDS. Files retating
to the manufacture, testing, delivery, md installation of
tire control systems that are maintained by shore
establishment activities and contractors.

Transfer to nearest ~C when 4 years old. Destroy
when 10 years old.

SSKl?2M

STADLE ELEMENT RECORDS. Files relating to the
instaUation, modification, maintenance, and repair of the
Mark 1 stable element or other gyroscopic devices to
compensate for the roU, pitch or yawl of tbe ship or
other weapons ptatformo

Retain on board. Destroy when 3 years old.

~o

OPTICS AND VISUAL EQUIPMENT. FUea relating to
the instaUation, modification, maintenance, and repair of
fire control optics, including gun sights, night vision
equipment, and optical range finders.

Retain on board. Destroy when 3 years old.

~

GUN FIRE CONTROL SYSTEMS

1. MAINTENANCE RECORDS. F&i documenting the
routine maintenance of gunt5re control systems and
associated components of such radars, directors,
computers, rangekeepers, gun sights, and conversion
devices. Records contain Current Ships Maintenance
Projects (CSMP) cards, Maintenance, Material
Management (3M SYSTEM) records, Ordnance
Alteration (ORDALT) and Electronic Field Change
records, and logs of daily transmission checks.

Retain on board. Destroy when 3 years old.

2. OPERATING LOGS. Files contain the record of
systems operating hours and aU gun firing exercise
reports including ballistic computation sheets and bat tery
alignment records.

Retain on board. Destroy when 3 years old.

SSIC 8230

TARGET DESIGNATION SYSTE M$ Files relating to
the installation, modification, maintenmce, repair, and
operation of shipboard, aircraft, and band-based target
designation systems.

Retain on board. Destroy when 3 years old.

SSIC S240

DIRECTE D ENERGY WEAPONS FIRE CONTROL
SYSTEMS. Files relating to the instaUation,
modification, maintenance, repair, and operation of fire
control systems for directed energy weapons such as high
energy lasers, charged particle beams, high power
microwaves, free electron lasers, and puked power
systems.

Retain on board. Destroy when 3 yenrs old.

SSIC 8250

ROCKET FIRE CONTROL. Files relating to the
installation, modification, maintenance, repair, and
operation of fire control systems for rocket weapons.

Retain on board. Destroy when 3 years old.

SSK&K@

GUIDED MISSILE FIRE CONTROL SYSTEMS

1. MAINTENANCE RECORDS. F&s documenting the
routine maintenance of guided missile fire control systems
and associated components such as radars, directors,
computers, and conversion devices. FIlea include 3M
System records and log books, records of ORDALT and
Electronic Field changes, and records of daily
transmission checks.

Retain on board. Destroy when 3 years old.

2. OPERATING RECORDS. Files containing the record
of system operating hours, firing and non-!iring missile
exercises and target acquisition driUs, and missile battery
alignment records.

Retain on board. Destroy when 3 years old.

SSIC 8280

~ERWATER FIRE CONTROL RECORDf$

L MAINTENANCE RECORDS. FiIes documenting the
routine maintenance of surface ship and submarine
underwater fire control systems and associated
components such as sonars, hydrophores, computers, and
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conversion devices. Files include 3M System records and
log books, records of ORDALT and Electronic Field
Changes, and records of daily transmission checks.

Retain on board. Destroy when 3 years old.

2. OPERATING RECORDS. Files containing the record
of system operating hours, firing and non-firing exercise
reports and underwater ordnance battery alignment
records.

Retain on board. LMstroywhen 3 years old.

FIRE CONTROL SWITCHBOARD& Wiring diagrams,z
3M System records, and daily transmission check records
for fire control switchboards located in main and
secondary battery plotting rooms.

Retain on board. Destroy when 3 years old.

~SIC 8300-8399

GUNS AND MOUNT S RECORDS

RELATED RECORDS UNDER SSIC 8310-3 INCH
GUNS, SSIC 8311-3 INCH/50 CALIBER, SSIC 83f2 -3
INCH/70 CALIBER, SSIC 8313- 76MM/62 CALIBER,
SSIC 8320-5 INCH GUNS AND GUN MOUNTS, SSIC
8321-5 lNCH/2S CALIBER, SSIC 8322-5 INCH/38
CALIBER, SSIC 8323- S INCH/54 CALIBER, SSIC
8330-6 INCH AND LARGER GuNS AND GUN
MOUNTS, SSIC 8331-6 INCH/47 CALIBER, SSIC
8332-8 INCH/55 CALIBER, SSIC 8333- U INCH/50
CALIBER, SSIC 8334-14 lNCH/50 CALIBER, SSIC
8335-16 INCH/45 AND 16 lNCH/50 CALIBER, SSIC
8350- LINE-THROWING GUNS, SSIC 8360-
MACHINE GUNS (SURFACE), SSIC 8361-30
CALIBER AND 50 CALIBER, SSIC 8362- 20MM, SSIC
8363- 40MM, AND SSIC 8365- 20MM
SURFACE-TO-AIR AUTOMATIC SHOULD BE
RETIRED TO THE NEAREST FRC UNDER SSIC 8300.

GENERAL GUNS AND MOUNT S RECORDS

1. GUNS AND MOUNTS HISTORY, MASTER GUN
AND/OR MOUNT LIFE HISTORY RECORD CARDS,
GUN MANUFACI’URING CARDS, OR OTJHIR
SIMILAR RECORDS. Tlwae are accumulated primarily
by ordnance production activities.

Retain on board. Destroy when equipment is
disposed of by sale, loss, or scrapping.

2. ORDNANCE ACTIVITIES REPORTS OF
ACCEPTANCE AND REJECTION OF GUN BARRELS,
GUNS, MOUNTS, ETC.

Destroy when 3 years old.

3. GUN MANUFACTURING RECORDS. FiIes
consisting of data on gun barrel, gun yoke, gun housing,
breech block, and breech plugs. Records include gaging
instructions and miscellaneous data, forging production
information and test results, gage measurements, swage
autofrettage information, star-gauge measurements and
other information as directed by
COMNAVSEASYSCOM. (Arranged by serial number of
the gun.)

a. Master CODYLocated at the Naval Surface
Warfare Center Ordnance Station. Louisville, KY.

Retain on board. Destroy upon receipt of regunning
request, notification of disposal of the gun, or when
75 years old, whichever is earlier.

b. All Other Cooies at Any Activity.

Retain on board. Destroy when no longer needed for
reference.

c. Gun Transferred to Another Activity.

Transfer with the gun.

CLOSE-IN WEAPON SYSTEMS RECORDS

1. PRIMARY PROGRAM RECORDS. Files containing
memos, reports, studies that document the development
and operation of the Close-In Weapon System. These
records are maintained by the Naval Sea Systems
Conunand, Close-In Weapon Systems Program OffIce

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. GENERAL RECORDS. Plans, policies, and
procedures relating to internal organization of the
Program oftke.

Retain on board. Destroy when cancelled,
superseded or no longer required.

3. GENERAL TECHNICAL RECORDS. Files relating
to the manufacture, testing, defivery, and installation of
the Close-In Weapon System, that are maintained by the
Program Office, field activities, and contractors.
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Retire to nearest FRC when 4 years old. Destroy
when 10 years old.

&lC 8370

&lALL ARMS AND LANDING FORCE EQUIPMENT
RECORDS

L SMALL ARMS AND WEAPONS INTEGRATED
MANAGEMENT SYSTEM (SAWIMS). A data
management system providing for the worldwide control
of alf Navy, MARCORPS, and Coast Guard small arms
at the serial number level. In addition to maintaining the
current inventory of Navy, MARCORPS and Coast
Guard smalf arms weapons, the system provides the
project manager with weapons requirements through tbe
aUowance tists of all activities. Data concerning spare
parts usage, and service and training ammunition
expenditures are provided to tbe project manager so that
procurement actions, ammunition manufacturing
requirements, and repair facilities worldoads may be
initiated or adjusted in a timely manner. The data base,
containing approximately 1.5 miltion records with a
projected 5 percent annual growth rate, is maintained at
the Naval Weapons Support Center, Crane, fN.

a. Master File and Historical Data Tams.

Retain on board. Destroy after third system
bacfiup.

b. fnrmt Data Tapes and Paper Record.

Retain on board. Destroy when no longer required.

c. !htQ t ~u ta and Rem rts-Comtmter and PaQer.

Retain on board. Destroy when no longer required
for reference.

d. jh stem Documentation to Include Descrir)tion of
Data Elements. File Lavout. Code Books, and Omrator
and User Manuals.

Retain on board. Destroy when superseded or no
longer needed for reference.

2. SMALL ARMS AND WEAPONS CUSTODY CARDS
OR OTHER RECORDS IDENTIFYfNG THE SMALL
ARMS, CUSTODIAN, LOCATION, AND RELATED
INFORMATION. These files are maintained by the
controlling activity.

Retain on board. Destroy 1 year after item is
returned, expended, or no longer needed for
reference,

3. SMALL ARMS AND WEAPONS INVENTORY AND
MANAGEMENT. Routine inventory reports, receipt,
turn-in, and survey files.

a. PreDannE Activity.

Retain on board. Destroy when 10 years old.

b. Naval Weawns SUDoort Activitv. Crane. IN.

(1) Paper copies.

Retain on board. Destroy after microfitndng and
microfifm has been verified for accuracy.

(2) Pilm copies.

Retain on board. Destroy when no longer needed for
reference.

4. NAVY SMALL ARMS REGISTRY FILE. A smalf
arms and weapons management data file of all small
arms issued to Navy activities. Data elements include
weapon description, serial number, activity to which
issued, and date. The records of smalt arms reported
missing, lost, stolen, captured, or destroyed along with
the reported circumstances is maintained in an inactive
weapons section of the data base. Data base is maintained
at the Naval Weapons Support Activity, Crane, IN.

a. Master File and Historical Data Tams.

Retain on board. Destroy after third system backup.

b. InDut Data Tams and Pamw Record.

Retain on board. Destroy when no longer required.

c. Outnut Data and ReDorts-CommIter and Ptmer.

Retain on board. Destroy when no longer required
for reference.

d. Svstem Documentation to Include DescriMion of
Data Elements. File Lavout. Code Books. and Ourator
and User Manuals.

Retain on board. Destroy when superseded or no
longer needed for reference.

5. MARCORPS SMALL ARMS REGISTRY FILE. A
smatf arms and weapons management data file of aU
smatf arms issued to MARCORPS activities. Data
elements include weapon description, serial number,
activity to tilch issued, and date. The record of smaU
arms reported missing, lost, stolen, captured, or
destroyed along with the reported circumstances is
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maintained in m inactive weapons section of the data
base. Data base is maintained at Naval Weapons
Support Activity, Crane, IN.

a. Master File and Historical Data Taoes.

Retain on board. Destroy after third system
backup.

b. Inuut Data Taoea and Paoer Record.

Retain on board. Destroy when no longer required.

c. fitDu t Data and Reoorts-COM and Parer.

Retain on board. Destroy when no longer required
for reference.

d. System Documentation to Include Dekcrbtion of
Data Elements. FUe Lavout. Code Books. and Ooerator
and Us er Manuals.

Retain on board. Destroy when superseded or no
longer needed for reference.

6. INVENTORIES AT HOLDING ACTMTIES.

Retain on board. Destroy when superseded or no
longer needed for reference, wldchever is earlier.

SSIC 8373

$3PECIAL RIFLE TEAM EOUIPMENT RECORDS.
Files include records of ordering, receipt, issue,
modification, and survey of special protective clothing,
equipment, and supplies such as targets, frames, gun
sights, tripods, etc., that are used by inter and intra
service competitive rifle teams. Included are special
records of rounds fired from each weapon, team member
scores, and modifications to weapons and gun sights.

Retain on board. Destroy when 3 years old.

~SIC 8380-8383

AfRBRNEG() UNS. LAUNCHERS, AND RACKS

~

RELATED RECORDS UNDER SSIC 8381- GUNS,
SSIC 8382- BOMB RACKS, AND SSIC 8383-
ROCKET RACKS AND LAUNCHERS SHOULD BE
RETfRED TO FRC UNDER SSIC 8380.

S&K&&l

AIRBORNE GUNS. LAUNCHERS AND RACKS. Files
include instructions, procedures, and correspondence

relating to the operation and maintenance of aircraft gun
systans, release racks for free fall bombs and guided
bombs, launchers for aircraft rockets and related aircraft
armament equipment. Exclude Primary program records
filed under SSIC 8000.1.

Retain on board. Destroy when canceled,
superseded, or no longer required.

&iIC 8390-8397

MISSILE LAUNCHERS AND PROJECTO RS
RECORDS

RELATED RECORDS UNDER SSIC 8391- AIR AND
SURFACE LAUNCHEM, SSIC 8392- DEPTH
CHARGE RELEASE TRACKS, SSIC 8393- ROCKET
LAUNCHERS, SSIC 8394- GUIDED MISSILE
LAUNCHERS, SSIC 8395- TORPEDO TUBES AND
SSIC 8397- OTHER LAUNCHERS SHOULD BE
RETfRED TO FRC UNDER SSIC 8390.

ssIc&-m

MISSILE LAUNCHERS AND PROJECTORS
RECORD!j, Files include instructions, procedures and
corrmpondence relating to the operation and maintenmce
of ndde bmnchers and projectors for mtisubmarine
warfare weapons. Exclude primary program records
tiled under SSIC 8000.1

Retain on board. Destroy when canceled,
superseded or no longer required.

!jsIc 8410-s415

LANDING VEHICLE, TRACKED (LVT) RECORDS

RELATED RECORDS UNDER SSIC WI -
PERSONNEL AND CARGO CARRIERS, SSIC 8412-
COMMAND VEHICLES, SSIC 8413- ASSAULT GUN
VEHICLES, SSIC 844- ENGINEER VEHICLE AND
SSIC 841S - AMPHIBIOUS RECOVERY VEHfCLES
SHOULD BE RETIRED TO FRC UNDER SSIC 8410.

Mu2uQ

ASSAULT AMPHIBIAN VEHICLE (AAV) RECORDS

1. PRIMARY PROGRAM RECORDWFILES, AND
REPORTS DOCUMENTING PLANS, POLICIES, AND
PROCEDURES. Files relating to MARCORPS landing
vehicles. These records document the development and
execution of plans, policies, and procedures relating to
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personnel, weapons and cargo carriers and LVT recovery
vfddcles. The records are maintained at Headquarters,
U.S. Marine Corps.

Permanent. Transfer to WNRC when 5 years old.
OtYerto NARA when 20 years old.

2. GENERAL CORRESPONDENCE. Files relating to
MARCORPS landing vehicles to include persomel,
weapons and cargo carriers and recovery vehicles.
Records are maintained at second echelon and below
commands.

Destroy when 2 years old.

j+wc 8420-8424

TANKS ANDSE LF-PROPELLED ARTILLERY
RECOR~

RELATED RECORDS UNDER 8421- GUN TANK
(90MM AND SMALLER), SSIC 8422- GUN TANKER
(LARGER THAN 99MM), SSIC 8423-
FLAMETHROWER TANKS, AND SSIC 8424- TANK
RECOVERY VEHICLES SHOULD BE RETIRED TO
FRC UNDER SSIC 8420.

&lKXQ!l

TANKS AND SELF-PROPELLED ARTILLERY
RECORDS

1. PRIMARY PROGRAM RECORDS. Files and
reports relating to MARCORPS tanks. These records
document the development and execution of plans,
policies, md procedures relating to gun tanks, flame
thrower tanks, and tank recovery veldcles. These
records are maintained at Headquarters, U.S. Marine
Corps.

Permanent. Transfer to WNRC when 5 years old.
Offer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Records
relating to the routine administration of matters relating
to MARCORPS tanks. These records are maintained at
second echelon and below commands.

Destroy when 2 years old.

SSl!X&Q

AMPHIBIOUS VEHICLES RECORDS

1. PRIMARY PROGRAM RECORDS. Fks, forms,
and reports documenting the development and execution
of plans, programs, policies, and procedures relating to

MARCORPS amphibious vehicles. ‘IIMXWrecords are
maintained at Headquarters, U.S. Marine Corps.

Permanent. Transfer to WNRC when 5 years old.
Offer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. Filed and
related material required for the routine management of
MARCORPS amphibious vehicles. These records are
maintained at second echelon and below commands.

Destroy when 2 years old.

Ss!c&MQ

LIGHTWEIGHT ARMORED VEHICLES

1. PRIMARY PROGRAM RECORDS. Files, forms, and
reports relating to the development and execution of
Ptans, programs, policies and procedures relating to
MARCORPS lightweight armored vehicles These
records are maintained only at Headquarters, U.S.
Marine Corps.

Permanent. Transfer to the WNRC when 5 years
old. Offer to NARA when 20 years old.

2. GENERAL CORRESPONDENCE FILES. General
correspondence and related material required for the
routine management of lightweight armored vehicles are

remands.maintained at second echelon and below co

Destroy when 2 years old.

SSIC 8500

GENERAL UNDERWATER ORDNANCE RECOR~

1. SHIPS RANGED AT ORDNANCE LABORATORY
FACILITIES. Acoustic recordings or magnetic sound
tapes used to study and evaluate underwater acoustic and
defense systems.

Retain on board. Destroy when passive acoustic
mechanisms are permanently abandoned.

2. PRESSURE SIGNATURES OF SHIPS. Record
(tape) recordings of wave backgrounds maintained at
ordnmce laboratory facilities.

Retain on board. Destroy 10 years after vemel or
class of ship is stricken or when 40 years old,
whichever is earlier.

3. SUMMARIZED MJNE ACTUATION DATA FOR
NEW OR STOCKPILE MINES ON ALL CLASSES OF
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SHIPS. Range tapes and related wmmuw sheets
showing ships magnetic field measurements accumulated
in connection with calibrating or check ranging vessels
and consolidating mine actuation data maintained at
ordnance laboratories.

Transfer to nearest FRC when no longer needed for
reference. Destroy when 50 years old.

4. MAGNETIC FIELDS OF SHIPS OR SHIP MODELS
(TYPES) RECORDS MAINTAINED AT ORDNANCE
LABORATORIES.

a. Ikawinm, BlueDMts. Suet ifications, and Other
Construct ion Details for Sbio Mode 1 and Its Degauss ing
Installation (Ea uiDment).

Retain on board. Destroy when equipment becomes
obsolete or I year after issuance of final report on
each ship model investigated, whichever is later.

b. Recorder Tams of Mametic Fields of Sbios.

Retain on board. Destroy 1 year after issuance of
final report.

c. Summarized Tabulated Data.

Retain on board. Destroy when shtp model
becomes obsolete.

SSIC 8510-8519

TORPEDO RECORDS

RELATED RECORDS UNDER SSIC 8512- AIRCRAFT
LAUNCHED TORPEDOES, SSIC 8513- SUBMARINE
LAUNCHED TORPEDOES, AND SSIC 8514- SURFACE
LAUNCHED TORPEDOES SHOULD BE RETIRED TO
FRC UNDER THE APPROPRIATE SUBSECTION OF
SSIC 8S10.

SSUXU!

TORPEDO RECORDS

1. TORPEDO MAINTENANCE DATA.

a, Tormdo Maintenance Data Form Submitted by
hkintenance Activities and SbiDs.

(1) Copies maintained at Navy Undersea Warfare
Center Division, Newport (NAVUNSEAWARCEN’INV).

Retain on board. Destroy 2 years after data bas
been entered into summary file.

(2) All other copies.

Destroy when 2 years old or no longer needed for
reference, whichever is earlier.

b. Smnmarv 1A enan aof Tor o Maiit ce Dat

Ko mmte r-Based F e)i] Maintained @
NAVUN SEAWARCENDIV. NewDo@.

Retain on board. Destroy when equipment is
removed from service or 30 years old, whichever is
earlier.

c. Sunmutrv of Tor uedo Maintenance Data Reoor@

Pall er. FIbn) Maintained at Auv Activity.

Retain on board. Destroy when superseded.

2. TORPEDO (CASE) FILES. Jackets on each
individual torpedo at manufacturing, proofing, overhaul,
and maintenance activities, consisting of correspondence
and other records relative to the subject activit y. The
records consist of reports, and other forms, as
appropriate.

a. Manufacturhw Activitv Files.

Retain on board. Destroy upon receipt of the group
proofing reports or completion of the procurement
document, whichever is later, provided no further
analysis is required and NAVUNSEAWARCENDW,
Newport, has been tkrnished the required
recapitulation of official register and serial number
for applicable torpedoes and components. (NCl-NU-
84-5)

h. proofing Activitv Files.

(1) Torpedo fleet exercise files. Results of torpedo
exercise runs at sea on individual torpedoes recorded on
magnetic tape.

Transfer to neared FRC 6 months after prooting
dates. Destroy 10 years after proofing date. (NCl-
NU-85-5)

c. Intermediate Activitv

Retain on board. Destroy when torpedo is scrapped
or declared obsolete and NAVUNSEAWARCENDIV,
Newpart, has been furnkhed a complete numerical
tisting of each torpedo’s mark, mod, and register
number and the serial number of components
scrapped with the torpedo. (NC1-NU-84-5)

d. ~y.
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Retain on board. Destroy at end of second fiscal
year after torpedo has left the activity. (NCl-NU-
&l-s)

3. TORPEDO RECORD BOOKS. Rtxord of FIR
components for the torpedo, history of events, exercise
firing, intermediate maintenance, and malfunctions,

a. Acti “tv Havl vinx Custodv of the TorDed@

Forward to NAVUNSEAWARCENDIV, Newport,
hen the torpedo is lost, damaged beyond repair,
scrapped, or declared obsolete.

b. NAVUN SEAWARCENDIV. Newmml.

(1) Records of obsolete or scrapped torpedoes

Retain on board. Destroy 2 years after torpedo is
scrapped or obsolete.

(2) Records of fired and lost or damaged beyond
repair torpedoes.

Retain on board. Destroy 1 year after torpedo is
lost or damaged beyond repair provided required
data has been recorded in Maintenance Data File or
Performance Analysis and Reliability Reporting
System File, as applicable.

4. TORPEDO FIRING RECORDS

a. Historical and Stab“stical Record of an Exercise or
WarShot Run bv a Tomed oat NAVUNSEAWARCEN-
DIV. Newoo@.

Destroy 2 years after data is entered in summary
file,

b. hlUIUW Term do ~lfilZs (ComDuter-Based File]
Maintained at NAVUNS EAWARCENDIV, NewDo@,

Retain on board. Destroy when torpedo is removed
from service.

c. Summarv Reuorts (Pauer. Film) Maintained at
Anv Activity.

Retain on board. Destroy when 5 years old or
superseded, whichever is earlier.

5. UNSATISFACTORY OR DEFECTIVE
TORPEDOES, DEFICIENCIES OF TORPEDOES, AND
RELATED EQUIPMENT.

a. Reoorts of Problems and Cause. and Disposition or
Corrective Action. Individual reports accumulated by

NAVUNSEAWARCENDIV, Newport; Naval Undersea
Warfare Engineering Station (NAVUNSEAWAR-
CENDIV), Keyport, WA; and ships and intermediate
maintenance activit.k

(1) NAVUNSEAWARCENDIV, Newport, and
NAVUNSEAWARCENDIV, KeypOrt.

Retain on board. Destroy 1 year after data is
entered in summary file.

(2) AU others.

Destroy when 1 year old or no longer needed for
reference, whichever is earlier.

b. Summa rv File (Comouter-Based) Maintained at
NAVUNSE AWARCENDIV. Newoort. a ~n
NAVUNSEAWARCENDIV. KMIWt.

Retain on board. Destroy when equipment is
removed from service.

c. summa rv Ret)orts Such as Deficiencv Analvs&
Problem Status. Torwdo Chronolom“CalHistorv, Item
Historv. and Item Failure, (Paper or microform at any
activity.)

Retain on board. Destroy when 5 years old or
superseded, whichever is earlier.

d. Reoort of Unsatisfacto rv Toroed m Dim$st.

(1) Prepared by NAVUNSEAWARCENDIV,
Newport.

Transfer to FRC when all torpedoes involved are out
of service. Destroy when 30 years old.

(2) 14epared by any other activity.

Retain on board. Destroy when superseded or no
longer needed for reference.

6. BA’ITERY RECORD CARDS AND EXPLODER
HISTORY CARDS, MAINTAINED AT
NAVUNSEAWARCENDIV, NEWPORT, AND
NAWNSEAWARCENDIV, KEYPORT,

Destroy when 2 years old.

7. TORPEDO DATA (EAM) CARDS. Card records of
torpedo location, data of manufacture, register number,
mark, mod, exercise runs, overhaul, and expenditure
data. (Data is extracted from record data book
maintained at NAVUIWEAWARCENDIV, Newport.)
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Retain on board. Destroy 1 year after final
disposition.

8. LOST TORPEDOES RECORDS. Files containing
such data as registered number of lost torpedo
components, title of losing activity maintained at
NAVUNSEAWARCENDIV, Newport, and Naval
Undersea Warfare Center Division, San Diego, CA.

Retain on board. Destroy when torpedo type is
withdrawn from service.

SSIC 8530-8S35

DEPTH CHARGE RECORD!$

RELATED RECORDS UNDER SSIC 8535- DEPTH
BOMBS SHOULD BE RETIRED TO FRC UNDER THE
APPROPRIATE SUBSECTION OF SSIC 8530.

~o

DEPTH CHARGE RECORDS

1. PRIMARY PROGRAM RECORDS. Records relating
to the design, development, testing, and evaluation of
surface launched or air dropped depth chargea and depth
bombs including the various types of exploder
mechanisms and detonators which may be installed in the
casing. Exclude ordnance drawings filed under SSIC
8000.12.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. INVENTORY-REWORK RECORDS. Records
maintained at the ammunition depot/Naval Weapons
Station relating to on hmd inventory, storage, Fleet
issue, rework, component repair, testing, and stockpile
reserves.

Retain on board. Destroy when no longer needed
for reference.

3. MAINTENANCE RECORDS. Records relating to the
lubrication and testing of release tracks, K guns, and
aircraft delivery devices; exploder mechanism hutory
cards; magazine and detonator box temperature cards;
and repair orders. These records are maintained by
shipboard and aircraft squadron personnel.

Retain on board. Destroy when 1 year old or when
ordnance is expended whichever is later.

SSIC 8550-8555

MINE RECORDS

RELATED RECORDS UNDER SSIC 8551- AIRCRAFT
LAID MINES, SSIC 85S3 SUBMARINE LAID MINES,
SSIC 8554- SURFACE LAID MINES, AND SSIC 8555-
ANTISUBMARINE MINES SHOULD BE RETHtED TO
FRC UNDER THE APPROPRIATE SUBSECTION OF
SSIC 8550.

SS!!XMQ

MINE RECORDS

1. FLEET SERVICE MINE TESTS. Summary of entire
operational teat of mines and recommendations for
correction of defects maintained at Naval Mine Warfare
Engineering Activity.

Transfer to nearest FRC when 2 years old. Destroy
when 15 years old.

2. COMPONENT DEFECT ANALYSIS DATA.
Analysis of component failing class B test at intermediate
sites maintained at Naval Mine Warfare Engineering
Activity.

Destroy when 2 years old.

3. MINE SYSTEM SUPPORT MATERIAL DATA
REPORTS. Reports of defects and problems in technical
manuals, published data, safety, weapon/detivery agent
interface and compatibility, tools, handling equipment,
nonservice mines, and logistics.

a. Naval Mine Warfare Enrnneering Activity.

Retain on board. Destroy when 5 years old.

b. Fleet Activities.

Destroy when 2 years old.

4. MINE AVAILABILITY AND READINESS
REPORTS. Status (ready for issue and not ready for
issue) of war reserves positioned at Continental United
States ordnance depots and fleet sites.

a. Naval Mine Warfare Entzineering Activity.

Destroy when 2 years old.

b. Mine Warfare Command. Weaoons Stations,
Naval Magasine, and Navv Submarine TorDedo Facility.

Destroy when 1 year old.

5. SUMMARY WORLD-WIDE MINE ASSET
REPORTS. Mine assets in relation to requirements.
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a. Naval Mine Warfare Entineerinx Activitv.

Destroy when 2 years old.

b. AU Othe r Naval Activiti~.

Retain on board. Destroy when superseded.

6. MINE PROCUREMENT ACCEPTANCE ~ATUS.
Current contract status by specific items.

. central Files at Naval Mine Warfare Engineering

A&i.

Retain on board. Destroy when 10 years old.

b. Office of Proaram Manager and Other Offices and
Activities,

Retain on board. Destroy when superseded or no
longer needed for reference.

7. SUMMARIZED MINE ACTUATION DATA FOR
NEW OR STOCKPILE MINES ON ALL CLASSES OF
SHIPS. Range tapes and relateds ummary sheets
showing ships magnetic field measurements maintained at
ordnance laboratories.

Transfer to nearest FRC when no longer required
for reference. Destroy when 30 years old.

Ss!uM!?
HARBOR DEFENSE

1. PRIMARY PROGRAM RECORDS. Planning
documents for the defense of United States-controlled
harbors that are developed and maintained by tbe project
manager (Naval Surface Warfare Center, Indian Head,
MD). In addkion to the Harbor Defense Plans, records
include correspondence relating to detection systems,
coastal defense radar systems, imaging systems,
submarine and torpedo nets and booms, controlled
mine+ acoustic systems, and other equipment and devices
relating to waterside physical security.

Permanent. Transfer to WNRC when S years old.
Ofler to NARA when 30 years old.

2. LOCAL AREA HARBOR DEFENSE ~CORDS.
Records maintained by the naval officer having harbor
defense responsibility for a seaport or ocean terminal
area (usually a Base Couunan der, Naval Control of
Shipping Officer, Harbormaster, Port Director, or Senior
Officer Present Moat (SOPA)) and subordinate
activities. Files include copies of Harbor Defense Phms;
local implementing and contingency pbmq records of
inspections of net, booms, mines, cables, etc.; periodic

tests of radars and acoustic systems; training record&
and force mobilization plans.

Retain on board. Destroy when canceled,
superseded or no longer required for reference.

SIC 857Q

UNDERWATER COUNTERMEASURES AND
EVASION DEVICES RECORDS. Correspondence,
instructions, reports, and diagrams relating to the
operations, maintenance, repair, and effectiveness of
Acoustic Countermeasures Devices (ACD) such as FXR,
Fanfare, and Mobile Submarine Simulator (MOSS).
Exclude program correspondence tiled under SSIC
8ooo.la.

Retain on board. Destroy when no longer needed for
reference use.

~SIC 8571

QRDNANCE LOCATOR RECORDS. Correspondence,
instructions, reports, operating procedures, manuats,
and diagrams relating to the operation, deployment,
maintenance, repair, sensitivity, and accuracy of the
various electronic, optical, or sonic devices used to locate
unexploded bombs or other ordnance that are beneath
the ocean surface. Exclude program correspondence filed
under SSIC SOOO.la.

Retain on board. Destroy when no longer needed for
reference use.

~SIC 8580-8581

~ERWATER TARGETS RECORDS

RELATED RECORDS UNDER SSIC 8581-
UNDERWATER MOBILE TARGETS SHOULD BE
RETIRED TO FRC UNDER THE APPROPRIATE
SUBSECTION OF 8580.

jlsrc 8s80

UNDERWATER TARGETS RECORDS

L PIUMARY PROGRAM RECORDS. Files containing
memos, reports, studies and planning documents that
relate to underwater tixed targets used to teat torpedoes
and calibrate shipboard sonar; and expendable and
recoverable self-propelled targets that contain electronic
packages to simulate submarine noises for ship and
aircraft detection and calibration exercises. These
records are maintained by the Office of the Chief of
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Naval Operations (OPNAV) and the headquarters,
system command project managers.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. GENERAL RECORDS. Files relating to the
operational use of underwater fixed and mobile targets
including issue to fleet units, repair, positioning, and
recovery,

Retain on board. Destroy when no longer needed
for reference.

3. CALIBRATION RECORDS. Files and diagrams
maintained by ships and aircraft relating to calibration of
sonars, magnetic detection gear, and passive listening
devices.

Retain on board. Ikstroy after next calibration.

SSIC 8590-8592

UNDERWATER RANGES RECORDS
RELATED RECORDS UNDER SSIC 8S91 -
UNDERWATER RANGE SUPPORT EQUIPMENT AND
SSIC 8592- MOBILE UNDERWATER RANGES
SHOULD BE RETIRED TO FRC UNDER THE
APPROPRIATE SUBSECTION OF SSIC 8590.

UNDERWATER RANGES RECORDS

1. PRIMARY PROGRAM RECORDS. Poticy directives,
correspondence, studies, reports, operational
requirements, and data analyses relating to underwater
ranges. Underwater range support equipment used on
fixed and mobile ranges provides measurement data to
determine performance and characteristics of weapons
launched from surface, subsurface, and air platforms.
These records are maintained by OPNAV and the
headquarters, systems command project managers.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

2. RANGE RECORDS. Records maintained by the
officer in charge of the calibration range that retate to
scheduling fleet units, setting and recovering targets, and
range maintenance and charting.

Retain on board. Destroy when no longer needed
for reference.

AVIATION ORDNANCE RECORDS

RELATED RECORDS UNDER SSIC 8600- GENERAL
AVIATION ORDNANCE, SSIC 8610- ROCKET AND
MISSILE PROPULS1ON SYSTEMS, SSIC 8805-
MISSILE TECHNICAL INFORMATION AND
MODIFICATIONS, SSIC 8810- AEIUAL INTERCEIT
MISSILES, SSIC 8815- SURFACE TO AIR MISSILES,
SSIC 8820- SURFACE A’ITACK MISSILES, SSIC 8830
- UNDERWATER A’ITACK MISSILES, SSIC 8832-
ASW STANDOFF WEAPONS, SSIC 8840- DRONES,
AND SSIC 8850- TRAINING MISSILES SHOULD BE
RETIRED TO FRC UNDER SSIC 8800.

GUIDED MISSILE AND ROCKET WEAPONS
RECORDS

L PRIMARY PROGRAM RECORDS. Records relating
to the design, development, testing and evaluation of
surface, air, or underwater launched missiles, rockets
and drones including propukion system, warhead and
guidance system. Records are created or received by the
project managers in COMNAVSEASYSCOM.

Permanent. Transfer to WNRC when 5 years old.
Offer to NARA when 20 years old.

2. GENERAL GUIDED MISSILE AND ROCKET
RECORDS. Records relating to the testing, evaluation,
operation, and maintenance of surface, air, or
underwater-launched missiles or rockets. Included are
raw data from testing facilities such as ballistic traces, log
books and field notes; copies of final test reporta;
maintenance logs; shipping and packaging reoxds and
other records maintained by the Naval Ordance Center
or other testing facilities.

Cut off and transfer to nearest FRC when no longer
required for local use. Destroy when 10 years old.
Earlier destruction is authorized. (Retiring activities
must notify FRC by letter if destruction in less than
10 years is selected.)

SSIC 8950

DEPERMING AND DEGAUSSING RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the internal operation and administration of
deperming and degaussing functions.

Destroy when 2 years old.

SSIC 8600-8830
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2. DEPERMING REPORTS AND RELATED
CORRESPONDENCE AND PAPERS AT
DEGAUSSING FACILITY.

Destroy when 1 year old or activity is
disestablished, whichever is earlier.

3. ORDERS AND INSTALLATION INFORMATION
RELATING TO DEPERMING AND DEGAUSSING
PROCEDURES.

Retain on board. Destroy when superseded,
canceled, or obsolete.

4, SHfPS DEPERMING (CASE) FILES FOR
MERCHANT MARINE AND NAVAL CRAF1’, Records
consist of deperming and degaussing reports and data,
copies of related specifications, material inspection
records, correspondence, and other papers at degaussing
facilities.

DeStrOJ’when 3 y= old.

5. DEPERMING AND DEGAUSSING DATA AND
RELATED SPECIFICATIONS AT DEGAUSSING
FACILITIES.

Destroy when 1 year old.

6. RANGING AND DEPERMING INSPECTIONS
LOGS, WORKSHEETS, AND OTHER RELATED
PAPERS AND LOGS AT DEGAUSSING FACILITIES,

Destroy when 1 year old.

7. DEGAUSSING INSTALLATION SPECIFICATIONS
DRAFTED BY LOCAL ACTIVITIES.

Destroy when 1 year old.

8. ACTIVITIES LOCAL OPERATING FORMS AND
PAPERS. Records such as receipts for degaussing
folders, degaussing inspection and action reports, and
preliminary inspections of compass material.

Destroy when 6 months old.

9. RANGE TAPES.

mnne Tanes of Active, Reserve, or Inactive
V&e~.

Destroy when 1 year old, superseded, activity is
disestablished, or vessel is stricken fkom the Navy
Register, whichever is earlier.

b, Range Tams for Deaaussed Foreign Naval and
Merchant Vessels.

Forward to respective foreign country in accordance
with established instructions of that country.

c. Range Tawa that are Invatid. Invalidation
occurring because the presence of other ship’s fields,
ringing with improperly set coils, or veasd missed range
or passed over “inoperative “instrument.

Destroy immediately after determination of
invalidation.

10. DEGAUSSING SUMMARtES AND WATCH LISTS

Retain on board. Destroy when superseded or ship
is decommissioned.

11. DEFECTIVE ARMOR. Correspondence, reporta,
and work orders reIating to defective, cracked, or
weakened turret, gun mount, or barbette armor and
ballistic plating. Exclude records relating to design and
original installation filed under SSIC 9000.

Retain on board. Destroy when 3 years old.

&lIC 8980-8992

&VIMMER AND ANTISWIMMER ORDNANCE AND
WEAPON SYSTEMS RECORDS

RELATED RECORDS UNDER SSIC 8981- SWIMMER
ORDNANCE AND WEAPONS SYSTEMS AND SSIC
8982- ANTISWIMMER ORDNANCE AND WEAPONS
SYSTEM SHOULD BE RETIRED TO FRC UNDER
SSIC 8980.

SWIMMER AND ANTISWIMMER ORDNANCE AND
WEAPON SYSTEMS RECORDS

1. UNSATISFACTORY EXPLOSIVE ORDNANCE
DISPOSALRWWMMER WEAPON SYSTEM AND
MATERIAL/CONDITION/PROCEDURE REPORTS.
Records describe failures or explosive ordnance disposal
and swimmer weapons equipment and errors in
documentation maintained at EOD or Swimmer Delivery
Vehicle SEAL units.

Destroy when 3 years old.

2. MAINTENANCE RECORDS. Records relating to the
inventory, maintenance, repair, and accountability-of
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special ordnance equipment used by swimmers and for
defense against hostile swimmers maintained by EOD and
SEAL teams and shipboard units.

Retain on board. Dt%troywhen 1 year old.
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CHAPTER 9

SHIPS DESIGN AND MATERIAL RECORDS

SSIC 9000-9999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO SHIP DESIGN, SHIP MATERIALS AND
RELATED FUNCTIONS. THEY ARE ACCUMULATED
BY HEADQUARTERS, NAVN SHIPYARDS, SHIP
FACILITXES, SUPERVK30RS OF SHIPBUILDING,
AND BY OTHER ACTIVITIES AND OFFICES
CONCERNED WITH THE DESIGN, CONSTRUCTION
AND MAINTENANCE OF NAVAL SHIPS,
INCLUIMNG INTERNAL UNITS OR DEPARTMENTS
OF ACTMTIES AND OFFICES CONCERNED WITII
THE TECHNICAL AND LIAISON PHASES OF SHIP
DESIGN AND MATERIAL. THE COMPONENTS AND
EQUIPMENTS WITHIN EACH SUBJECT CATEGORY
IN THIS CHAPTER ARE THE SAME AS FOUND IN
THE WORK BREAKDOWN STRUCTURE (NAVSEA
PUBLICATION 09000-IP-039-901 O)(INOTAL).RECORDS
RELATING TO THE OPERATION OF NAVAL SHIPS
ARE COVERED IN CHAPTER 3; RECORDS
RELATING TO RESEARCH AND DEVELOPMENT
MATTERS ARE COVERED IN PARAGRAPH 3900;
RECORDS RELATING TO THE CONSTRUCTION,
MAINTENANCE AND CONVERSION OF SHIPS AND
OTHER LOGISTICAL RECORDS ARE COVERED IN
CHAPTER 4.

f!kxc 9000-9099

GUIDANCE AND ADMINISTRATION (SHIP
REo UIREMENTS) RECORD!!$

fiwx!!l

GENERAL GUlDANCE AND ADMINISTR ATION
@HIP REQUIREMENTS) RECORDS

1. PRIMARY PROGRAM RECORDS AND RELATED
RECORDS.

a. Chief of Naval Ot)erations (CNO), Commandant
of Marine Corns (CMC). Commander, Naval Sea
Svstems Command (COMNAVSEASYSCO~
Headquarters and Soac e and Naval Warfare Svstems
co remand (COMSPAWARCOM) Headaua rters.
Correspondence, reports studies, record copies of
instructions and notices and other records that document
the establishment, development and accomplishment of
plans, programs md policies related to design and
construction of naval ships and ship electronics systems.

Exclude records relating to weapons systems and general
ordnance covered by 8000. la of this instruction.

Permanent. Retire to Washk@on National Records
Center (WNRC) when 4 years ohl. Transfer to
National Archives and Records Administration

(NARA) when 30 years old.

b. Naval sbiovar dg. Files and records documenting
the organisation of the activity, overall development and
accomplishment of significant plans and policies
concerning logistics support for assigned ships and craft,
performance of authorised ship work and services and
material support provided to other activities and units as
directed, of continuing, long-term, historical, scientific,
legal or administrative interest.

Permanent. Retire to FRC when 4 years old.
Transfer to NARA when 30 years old.

c. gj!merv Sors oi f Shbbuitdinm Conversion and
Renair and other COMNAVSEASYSC OM shipbuilding
f!ctititie$. Fiks and records documenting the organization
of the activity and overall development and
accomplishment of plans, studies and projects and
essential transactions of the activity.

Retire to FRC when 2 years old. Destroy when 6
years old.

d. Wea~ons and ordnance activities urider the
command of COMNAVSEASYSCOM.

Retire records under subparagraph 8000.lb of this
instruction.

e. RDT&E activities under the command of

so MNAVSEASYSCOM and COMSPAWARSYSCOM.

Retire records under appropriate section of SSIC
3900.

f. General correspondence. Correspondence,
reports, and other records pertaining to shipbuilding
plans, policies, programs and procedures of the activity,
department, division or other organisational unit dealing
with day to day program matters. (Exclude primary
program records covered by 9000.la through le.)

Destroy when 4 years old.

g. Routine corresDondence. Correspondence relating
to the routine internal operation and administration of
the activity, department, division or other organizational
unit concerned,
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Destroy when 2 years old.

h. ~ . Files and records duplicating
documents covered elsewhere or non-record material held
for reference purposea only.

Destroy when 2 years old or no longer needed,
whichever is earlier.

2. SHIP DESIGN AND MATERIAL RECORDS. Files
and records documenting the direction, control and
decisions in the plaming, programming, budgeting,
development, acquisition, maintenance engineering,
logistic support, material management and disposal of
assigned systems and equipment in support of new ship
acquisition, fleet modernization and fleet material
support.

a. Life-m cle engineering and management and fleet
SUDDort records. Records documenting ship acquisition,
fleet modernization and fleet material support projects.
(Exclude primary program records covered by 9000.1.)

Retire to WNRC when 2 years old. Destroy when 10
years old.

b. General correswndenck. Correspondence, reports
and other records pertaining to ship design and material
(Exclude program records covered by 9000.3a and b.)

Destroy when 4 years old.

C. Rout ine COITeSDOndence. Correspondence relating
to the routine internal operation and administration of
the activity, department, division or other organizational
unit concerned.

Destroy when 2 years old.

d. DuDlicate records . Files and records duplicating
documents covered elsewhere or non-record material held
for reference purposes only.

Destroy when 2 years old or no longer needed,
whichever is earlier.

3. TECHNICAL REPORTS PREPARED IN
CONNECTION WITH A PROJECTOR TASK. These
reports summarize the progress, findings and conclusions
reached relative to specific prqects. They may clarify
and supplement information cent ained in work
laboratory notebooks and other sources of data that are
scheduled in SSIC 3900.

a. Official record CQRY.Maintainedat naval activity
preparing the report or at the activity issuing the
contract if a contractor-generated report.

(1) Master copy, paper or similar medium if no
silver microform exists.

Permanent. Retire to FRC 3 years after completion,
Transfer to NARA when 30 years old.

(2) Master paper copy after microfihning.

Destroy after microform has been verified.

(3) Silver halide microform and one copy.

Permanent. Retire to FRC immediately upon fitming
and verification of microform. Transfer to NARA
when 30 years old.

b. All other coDies (anv medium) at anv activity.

Destroy when no longer needed for local reference.

COMBAT CAPABILITIES RECORDS

1, RECORDS USED TO DETERMINE WHICH
SYSTEMS AND SUBSYSTEMS TO PLACE ON NEW
CLASSES OF SHIPS AS WELL AS PROVIDING
DESIGN CRITERIA FOR ADVANCED SUBSYSTEMS
AND RESEARCHING THE NEED FOR OPTIONS TO
SUPPLEMENT THE CURRENT INVENTORY OF
SYSTEM CONFIGURATIONS AND PERFORMANCE
CAPABILITIES. The records include fleet operational
guidance documents, naval mission studies, concept
formulation plans (CFP), joint long rmge strategic
studies (.JLRSS), joint strategic objectives plan (JSOP),
long range objectives (LRO), navy strategic studies
(NSS), and tentative specific operational requirements
(TSOR).

a. Records maintained bv COMNAVSEASYSCOM.

Permanent. Cut off anually. Retire to WNRC when
4 years old. Transfer to NARA when 30 years old.

b, ~ intain naval shinvar nd In
&rVice Enrnneenm Me nts 0S EA~.

Retire to FRC when 4 years old. Destroy when 10
years old.

c. Records maintained at all other activities.
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Retire to FRC when 2 years old. Destroy when 6
years old.

$JSIC9020

STRATEGIES AND SPECIAL CAPABILITIES

This SSIC is being deleted from SECNAVINST
521O.1ID, Department of the Navy File Maintenance
Procedures and Standard Subject Identification Codes.

Retire records under SSIC 9010 of this instruction.

ssu!!M!

TACTICAL AND STR ATEGIC OPERATION SUPPORT
~APABILITIES

This SSIC is being deleted from SECNAVINST
521O.11D, Department of the Navy File Maintenance
Procedures and Standard Subject Identification Codes.

Retire records under SSIC 9010 of this instruction.

Ss?!Q!u

~HIP SYSTEM MANAGEMENT RECORDS

1. RECORDS CREATED DURING THE PROCI!XS OF
MANAGING THE CONSTRUCTION OF THE SHIP.
They include advance procurement plans, concept
formulation plans, configuration management, contract
definition plan, contract design plan, cost benefit
analysis, development concept paper, engineering
interface management, financial management, integrated
combat system management plan, integrated 10@C
support management, modernization planning, ordnance
alterations (ORDALTS) planning, overhaul planning,
personnel and training plan, pretindnary design, quality
assurance management, risk management ahip acquisition
pbm, ship project directive, sldp system design
development plan, slip alteration planning, source
selection plan, special projects alterations (SPALTS)
planning, technical data management, technical
development plans, test and evaluation management, test
development management ptan, value engineering;
general administrative requirements including change
proposals, commercial fittings and standards, contract
drawings, design data sheets, specifications and
standards, government-furnished equipment, and
government-furnished information. These records are a
part of the project management or ah@s case files
maintained by the program manager.

a. Records maintained bv the nrowram man aster.

Permanent. Retire records with ships case file under
subparagraph 4700. lc(l) (a)~ of this instruction.

(2) For alt other shipa.

Retire records with ships case file under
subparagraph 4700.1 c(I )(a)~ of this instruction.

b. Records maintained bv naval shiDvards and sbi~
reDair facilities.

Retire to FRC when 4 years old. Destroy when 10
years old,

c. Reco rds maintained bv all other activiti~.

Retire to FRC when 2 years old. Destroy when 6
years old.

2. SHIP ALTERATION AND REPAIR PACKAGE
@4RP). System assembles all work requirements such as
repairs, modernisation items and alterations into systems
elements regardless of accomplishing activit y. Reports are
used by type commanders to identify and fund work in
upcoming availabilities. System is maintained at
NAVSEA Automated Data System Activity, Indian Head,
MD and supports naval shipyards and type commanders.

a. Master file and historical data - .

Destroy after third system backup.

b. Immt data tme s and DaDer record.

Destroy when no longer required.

c. Outmt data and reoorts-co mDuter and ~ r.

Destroy when no longer required for reference.

d. ~Ystems documentation to include desc riMion of

data eIements. file Iavout, code books and or)erators and
user manuals.

Destroy when superseded or no longer needed for
reference.

3. VISIBILITY AND MANAGEMENT OF
OPERATING AND SUPPORT COST SHIP SYSTEM
jVAMOSC-SHH’S~. System collects and dmplays annual
operating and support costs for naval shipa that have
been in an active commissioned status for an entire tiscd
year. System is maintained at Sh@ Parts Control Center
(SPCC) Mechanic-sbur8 and suPports Secretary of tbe
Navy (SECNAV), CNO and COMNAVSEASYSCOM.

(1) For class leader ships.
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Destroy after thkd backup.

b. InOut ~ a d DSDn er record.

Destroy when no longer required.

C. @ltDUt data and reuorts -commster and Daxr.

Destroy when no longer required.

d. ~stems docu mentation to include desc n l?tl“onof
eleme nts. file Iavout. code boo ks and ooerators and

yser manuals,

Destroy when superseded or no longer needed
for reference.

4. SEA 05 MANAGEMENT INFORMATION SYSTEM.
System provides SIdp Des@ and Engineering Directorate
(SEA 05) with information to monitor progress and
control md manage workload resources such as access to
overall detail resource profiles and ability to monitor
individual programs.

a. Maste r file and historical data taDes.

Destroy after third system backup.

b. Inmst data tam and nauer recor~,

satisfy the need or requirement of the mission.
Operational requirements for each concept are analyzed
by use of analytical models to establish optimized sldp
performance requirements. They determine the
thresholds of performance used in trade-off deckions.
Required technical support is included. Records include
sldp system performance concepts - displacements,
endurance, maneuverability, noise characteristic.%
reaction time,speed; ship subsystem perfofmassc@
concepts, advanced development objective% development
concept papers, proposed technical approached and
specific operational requirements.

a. Records t ed bvmain ain NAVSEASYSCOIb&

Permanent. Cut off annually. Retire to
WNRC when 4 years old. Transfer to NARA when
30 years old.

b. Records maintained bv naval shim’ard&

s UPSHIPS and other NAVSEASYSCOM Shbbw

*$

Retire to FRC when 4 years old. Destroy when 10
years old.

c. Records maintained at a11other acti “ “Vltle$

Retire to FRC when 2 years old. Destroy when 6
years old.

Destroy when no longer required.
Ss!Mw

c. t~ suer.
SUBS YSTEM CHARACTERISTICS

Destroy when no longer required for reference.

d. $vstems docu mentation to include deSCriD@I of data

e~r n fil

m!w!s.

Lkatroy when superseded or no longer needed for
reference.

$HIP SYSTEM PERFORMANCE

1. RECORDS DOCUMENTING TECHNICAL
FUN~IONAL GUIDANCE WHICH ADDRESSES THE
PHYSICAL, ECONOMIC, DECISIONS WHICH
CONSTRAIN THE OPTIONS AVAILABLE FOR
PROVIDING AN EFFECTIVE INTEGRATED
OPERATIONAL NAVAL FORCE. Operations analyses
are performed to determine the technical requirements
imposed by the mission, threat and environment.
Concepts to perform the required missions are developed
and evaluated to determine those most cost effective to

1. RECORDS DOCUMENTING INDEXING AND
CLASSIFYING REQUIREMENTS. They include single
sheet characteristics - configuration item index and ship
configuration tist, technical and logistic support
approaches and trade off analyses, approved ship
characteristics, maintenance concepts, combat systems
characteristics, and tactical operational requirements.

a. Records maintained bv the moms m ma- .

(1) For class leader ships.

Permanent. Retire records with Ships case file
under subparagraph 4700.lc(l) (a)l of this
instruction.

(2) For all other ships.

Retire records with Ships Case file under
subparagraph 4700. Ic(l) (a)z of this instruction.
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b, Records maintained bv naval shlma rds and shiQ
reDair faciliti~.

Retire to FRC when 4 years old. Destroy when 10
years old.

c. Records maintained bv all other activities.

Retire to FRC when 2 years old. Destroy when 6
years old.

jwIc 9070-9079

GENERAL REOUHZEMENTS FOR DESIGN AND
CONSTRUCTION

SsuM?z!

ACCESS RECORDS

1. RECORDS DOCUMENTING ACCESS TO
MACHINERY AND EQUIPMENT, SHIP
COMPARTMENT ACCESS REQUIREMENTS AND
WATERTIGHT INTEGRITY AND STRUC~AL
ACCESS LIMITATIONS. These records will be
maintained as part of life cycle engineering general
arrangements files.

a. Records maintained bv Drofzram mana~er/fifg
cvcle manaee r and fleet SUDD@ activities.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
operations bv all other activities.

Cut off annually. Destroy when 2 years old.

jX$IC9072

$HOCK RECO RD~

1. SHIP SURVIVABILITY FILES. Records concerning
combat survivabi~ty of sldps including documentation of
blast effects, shock design, shock grade designations and
shock testing of naval sb@s.

a. R~ am man r/life

V cle manatzer and fleet sutm ort activities.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
~rations by all other activities.

Cut off annually. Destroy when 2 years ohL

NOISE AND VIBRATION

1. SHIP SILENCING AND SHIP VIBRATION
CONTROL. Records documenting technical support
provided to life cycle managers during ship design and
construction in the field of noise and related vibration,
and other matters of noise and vibration control of ships.
Records concern airborne noise categories, airborne noise
Ievels for compartments, distributed isolation material,
mechanical vibration, noise and vibration testing, general
noise, radiated, platform and sonar self noise, resilient
mountings, speech interference levels, general vibration,
and waterborne noise.

a. Records maintained bv Dromam manaaer/life

$Vck manager and fleet SUDIIort activitie&

Cut off anually. Retire to FRC when 2 years old.
Mtroy when 10 years old.

b. Records maintained for routine internal
@erations bv all other activities.

Cut off annually. Destroy when 2 years old.

SsK2Qz4

$ASTING. WELDING. RIVETING AND ALLIED
PROCESSES

1. RECORDS CONCERN BRAZING, CASTINGS,
FABRICATION, FORGINGS, NON-THREADED
MECHANICAL FASTENERS, PROCEDURES AND
PROCESS QUALIFICATION, RADIOGRAPHY,
RIVETING, WELDER QUALIFICATIONS AND
WELDING. These records are included in tife cycle
engineering and management files in support of new shiP

acquisition and fleet modernization.

a. Records maintained bv mwra m manaQer/tif~
~cle manage r and fleet suDDort activiti~.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
operations bv all other activities.

Cut off annually. Destroy when 2 years old.

2. RAD1OGRAPH RECORDS AT SHIPYARDS.
Records accumulated at naval sldpyards during the
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construction and repair of Navy ships. They are part of
the ships case file,

a. Jlecords maintained bv the LWOwarn manager.

(1) For class leader sh@.

Permanent. Retire records with ships Case file
under SSIC 4700.lc(l)(a)~ of this instruction.

(2) For all other ships.

Retire records with Ships Case file under SSIC
4700.lc(l) (a)~ of this instruction.

THREADED FASTENERS MAINTENANCE RECORDS

1. RECORDS CONCERNING INFORMATION ON
BOLTS, NUTS, SCREWS, STUDS AND THREAD
KITS. These records are included in life cycle
engineering and management files in support of new ship
acquisition, fleet modernization and fleet material
support.

a. Records maintained bv Drogram manafzer/life
cycle manager and fleet SUIIr)ort activities.

Cut off mnually. Retire to FRC when 2 years
oid. Destroy when 10 years old.

b. Records maintained for routine internal
owwations bv all other activiti~s.

Cut off annually. Destroy when 2 years old.

SS!QQM

RELIABILITY AND MAINTENANCE RECORDS

1. RECORDS CONCERNING EFFECTS ANALYSES,
FAILURE ANALYSIS AND EVALUATION, FAILURE
MODES, FAILURE REPORTING, MAINTAINABILITY
DESIGN CR~RIA, RELIABILITY ANALYSIS,
DESIGN CRITERIA AND LEVEL, AND SKILL
ANALYSIS. These records will be included in life cycle
engineering and management fiks in support of new ship
acquisition, fleet modernisation, and fleet material
support.

a. Records maintained bv LWonram manaQer/life
cvcle manage r and fleet suDDort activities. “

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
@erations bv all other activities.

Cut off annually. Destroy when 2 years old.

fx31c9077

SAFETY RECORDS

1. SHIP AND SHIP SYSTEM SAFETY. Safety records
documenting ship and ship system safety. They include
safety analyses, safety drills, equipment, manuals,
organization, and regulations, the subsafe program,
warning and alarm systems, and warning devices. They
may be included in life cycle engineering tiles.

a. Reco rds maintained bv NAVSEASYSCOM.

Permanent. Cut off annually. Retire to WNRC when
4 years old. Transfer to NARA when 30 years old.

b. Records maintained bv naval shivvards,
&Dervisors of ShiDbuilding (SUPSHIPS). and other
COMNAVSEASYSCOM shipbuilding activities.

Retire to FRC when 4 years old. Destroy when 10
years old.

c. Records maintained at all other activities.

Retire to FRC when 2 years old. Destroy when 6
years old.

SSIC9078

MATERIAL RECORDS

1. MATERIAL RECORDS. Records concerning
materials appearance, application, brittleness,
composition, environmental resistance, grades, hardness,
strength, temperature limits, and types. These records
will be included in life cycle engineering and management
files in support of new ship acquisition, fleet
modernization, and fleet materials support.

a. Records maintained bv Drogram manai7er/lif~
$Vcle manager and fleet SUDDOrtact” “ “Ivltles.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
operations bv aII other activities.

Cut off annually. Destroy when 2 years old.
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~9

SEAWORTHINESS RECORD$

1. SEAWORTHfNESS RECORDS. Records concerning
damage control, seaworthiness, stability, and water tight
integrity. These records are included in tife cycle
engineering and management files in support of new ship
acquisition, fleet modernisation and fleet materials
support.

a. @cords maintained bv Qromam manager/life

s~c le manager and fleet SUDDort activities.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal

905 rations bv a11other activities.

Cut off anually. Destroy when 2 years old.

~o

integrated LOGISTICSSUPPORT
REQUIREMENTS

THESE RECORDS ARE INCLUDED IN LIFE CYCLE
ENGINEERING AND MANAGEMENT FILES IN
SUPPORT OF NEW SHIP ACQUISITION, FLEET
MODERNIZATION AND FLEET MATERIALS
SUPPORT EXCEIT AS SPECIFICALLY INDICATED.

1. GENERAL. Records include integrated logistics
support plans, integrated logistic support element$,
logistics support analyses, programming, budgeting and
tlmding and trade off program.

a. Records maintained bv moms m manager/life
Mcle manage r and fleet SUDDort activities~

Cut off annually. Retire to FRC when 2 years old.
Destory when 10 years old.

b. Records maintained for routine intern~l
otxwations bv all other activiti~.

Cut off annually. Destroy when 2 years old.

SSKx!3!

MAINTENANCE RECORDS

1. MAINTENANCE RECORDS. Included are records
on level of repair analyses, maintenance engineering
analyses, maintenance standards, material histories, Navy

Maintenance and Material Management System (3M) and
plans for maintenance.

a. Primarv Dromam records maintained bv k “stant
Secretarv of the Navv for Research. DeveloDment and
Acquisition.

Retire records under subparagraph 4790.1 of this
instruction.

b. Records maintained bv D ograr m manaizerllif~

W k manager and fleet suDDort activiti~.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old,

c. Records maintained for routine intemaJ
~erations bv all other activities.

Retire records under subparagraph 4790.2 of this
instruction.

SSKJK!&

Su PPORT AND TEST EOUIPMENT

1. SUPPORT AND TEST EQUIPMENT RECORDS.
Includes calibration equipment, support equipment,
special support equipment, test equipment and general
and special tools.

a. Records maintained bv Drogram manager/life
cvcle manager and fleet suDDort activities.

Cut off annually. Retire to FRC when 2 years
old. Destroy when 10 years old.

b. Records maintained for routine internal

9Qerations bv all other activities.

Cut off annually. Destroy when 2 years old.

c, Navv calibration momam records.

Retire records under the appropriate section of SSIC
4734 of this instruction.

d. Marine Corm calibration Drofwam records.

Retire records under the appropriate section of SSIC
4733 of this instruction.

SSIC 9083

SUPPLY SUPPORT RECORDS
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1. SUPPLY SUPPORT RECORDS. Includes aUowance
lists, consumables, maintenance level of use, provisioning,
repair parts, spare parta and supply support.

. .
a. &wds ~tamed bv woaram manaae rllif~

SYclemanaaer and fleet_ acti“viti~.

Cut of annuaUy. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records ma”ntm‘ned for rout ine internal
~rations bv aU ot;er activiti~.

Cut off annually. Destroy when 2 years old.

2. Coord inated Sbmboard AUowance Lists (COSAL]

B@ws TIO1 NING AND STATUS PROCEDURES

~. SYstem provides reporta and EAM supply aids
which aid in ordering, monitoring SUpply status and
tracking out6tting material to its ultimate delivery to
ships undergoing construction, conversion or overhaul,
System is maintained at Fleet md Industrial SupPlY
Center (FISC) NorfoIk, VA, FISC Oak~nd, CA and
FIsc Chark?aton, Sc.

a. &&IS 1ter fi e and historical data taws .

Destroy after third system backup.

b. hmut ~ and Daoer recor&

Destroy when no longer required.

c. ~ nd r omtmter an er.

Destroy when no longer required for reference.

d. ~ems docu mentation to include descritNion of
elements. file lavo-e books a d OIWators a dn r n

W r manua~.

Destroy when superseded or no longer needed for
reference.

3. G~D/LUGISTICS OVER HAUL SYSTEM
@Q). System automates the ILO process of verifying the
ships configuration including test equipment, produces a
bill of required materials for Preventive Maintenance
Service (PMS) after insuring correct list, purifies repair
parts tiat based on COSAL after verification, insures
PMS repair parts are contained on tbe COSAL and
insures technical manuals support configuration. System
generates ILO status reports and milestone tracking.
System is maintained at NAVSEA Automated Data
Systems Activity, Indian Head, MD.

Destroy after third system backup.

b. Immt -es a d Damn r record.

Destroy when no longer required.

c. Ouhmt data and rewxt-co moute r and Da= .

Destroy when no longer required for reference.

d. ~stems docu mentation to include desc rhtion of
data elements. file Iavout. code boo ks and o~rators and
yser manuals.

Destroy when superseded or no longer needed for
reference.

$SIC90s4

TRANSPORTATION AND HANDLING RECORD$

1. TRANSPORTATION AND HANDLING RECORDS
INCLUDE PACKAGING, SPECIAL HANDLING
EQUIPMENT, AND STORAGE AND
TRANSPORTATION MODES. These records are
included in the life cycle engineering and management
files.

a. Records maintained bv m’oimam manager/Iif~

$VcIe manage r and fleet suDDort aCtivitiesl

Cut off annually. Retire to FRC when 2 years old.
Destroy when 4 years old.

b, Records maintained for routine intern~
Werations by all other activitiq

Retire records under the appropriate SSIC in
Chapter 4 of this instruction.

2. INTEGRATEI) MATERIAL AC@JIS ITION
TRACKING SYSTE M (IMATS] . IMATS is a
COMNAVSEASYSCOM Navy-wide integrated
management database system which provides on-line
control and information pertaining to the acquisition and
delivery of government furnished material for ship
construction, sldp overhaul and fleet support and
modernization programs.

a. Master file and historical data - .

Destroy after third system backup.

b. @ut data taDes a d DaWn r record.

Destroy when no longer required.

a. ~ “cal data taoes.
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c.~a nd reDorts-comDuterand Daber.

Destroy when no longer required for reference.

d. &%tems docu mentation to include description of
elements. fi e Iavout. code books and oue ato1 r rs and

Y= ~ nua@

Destroy when superseded or no longer needed for
reference

Ss!G!QM

ENGINEERINGDRAWINGS

1. SHIP AND ORDNANCE ENGINEERING
DRAWINGS. Drawings for surface ships, submarines,
and craft including the hull, macbhery, electrical,
ordnance, interior communications,
COMNAVSEASYSCOM-controUed electronic, tank
capacities, docking drawings and drawings of the
component parts of each for each ship, ctass of ships or
ordnance system that are corrected throughout the fife of
the ship or system.

a, Bureau shim master drawings. These drawings
are a special cfass of hull, mechanical, and electrical
drawings designated as masters. Since 19SS these
drawings have been maintained by the planning yard.

(1) Original tracings and fulJ size reproducible of
the booklets of general plans, hull fines, body plans,
outboard profiles, inboard profiles and sheer and half
breadth plans.

Permanent. Transfer to NARA when 30 years old.

(2) AU other original master pfans and copies
maintained hy any activity,

Retire to FRC when drawing is inactive. Destroy
when 5S years old or when all vessels in the class are
stricken, whichever is earlier.

(3) Silver film microform copies maintained at
COMNAVSEASYSCOM Engineering Drawing Support
Activity (NEDSA) Portsmouth, NH.

Permanent, Transfer to NARA when 55 years old.
Earlier transfer is authorized for stricken vessefs.

(4) Silver film and diazo copies of master plans
held by aft other activities.

b. Hull. mechanical. and electrical (HME) drawin~.
Ship design and construction drawings generally
prepared by the contractor and accepted by the Navy,
These drawings shalt include all drawings required for
the construction of the ship including hutl, machinery,
electrical, tank capacities and booklets of general plans as
wefl as other drawings defined in Section 085 of General
Specifications for Ships of the United States Navy.

(1) Original tracings of the booklet of general
plans, hull tines, body ptans, outboard profiles, inboard
profiles, and sheer and half breadth plans only for the
class leader ship maintained by the planning yard for tbe
Ctass.

Permanent. Retire to WNRC when drawings
become inactive. Transfer to NARA when 30 years
old. Earfier transfer when all slips in the cfass are
stricken is authorimd.

(2) Original tracings of all other HME drawings
maintained by vessel planning yards.

Retire to PRC when 25 years old or when vessel is
stricken, whichever is sooner. Destroy when 30 years
old.

(3) HME drawings maintained by activities
other than the planning yard.

If retired to an FRC, destroy when 25 years old. If
retained on board, destroy when no tonger required.

(4) Silver microfilm aperture cards (35 mm rolf
film prior to 195S) of atl HME drawings including cfass
file and vendor file maintained by NEDSA, Portsmouth,
NH.

Permanent. Retire to WNRC when file is inactive.
Transfer to NARA when 55 years old or when aU
vessets in the cfass are stricken, whichever is eartier.

(5) Dupficate silver and diazo copies of HME
drawings maintained by all activities other than NEDSA
Portsmouth, NIL

Destroy when 30 years old or when vessel is
stricken, whichever is earfier.

(6) Optical disk high-density digital image of
HME drawings maintained at COMNAVSEASYSCOM
designated Master Engineering Drawing Management
Information and Control System (EDMICS) site. (See
subparagraph 9085.4 for description of EDMICS system.)

Destroy when 30 years old.
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Disposition no4 authorkd. WiU be substituted for
subparagraph 9085.lb(4) as the permanent record if
io su approved archival form at the time of
prOpOSedtransfer.

c. InsfaJhtion control drawjn~ (lCD). Drawingswhich set forth information for an item of installed
equipment in terms of area, weight, foundation
requjr~nts, space, operation and maintenance access
clear~ce high pressure air, cootig water, inert gas,
draining clearance and pipe and cable attachments
required for the instalhtim and the ca+nctioning of the
item to be insta~ti with related items. Ako known as
‘~RE$ldratin~ or SWBS 807 drawings.

(1) Original tracings maintaind at NEDsA,
Naval Sea Combat Systems Engineering Station
(SEABA~, Norfolk, VA.

Retire to WNRC when file is inactive. Destroy when

30 years old.

(2) Silver microfjk aperture cards of ICD’S
maintained at NEDSA Norfolk, and vital records set at
NEDsA, Naval Ship Weapon Systems Engineering
!kation, Part Huenme, CA.

Destroy when 5S years old.

(3) ICD’S in any form maintained by any
activity other than NEDSA.

If retained on board, destroy when no longer
required, If retired to FRC, destroy when 30

Years old.

d. COWAVSEASYSCOM+ontrolld
electronicmm“nment dra~ IZS. &atings of sonar, navigational,

comnumjcatj~, radar, antenna system and simitar
shipboard electroni~ equipment under the cogniunce or
control of COMNAVSEASYSCOM.

(1) Original tracings maintained by Naval Sea
Combat Systems Engineering Station, Norfolk, VA and
other In Service En@n%ng Agents (ISEA).

Retire to FRC when drawing is inactive. Destroy
when 30 years old or when equipment is obsolete,
*ichever is ear~er.

(2) Silver ndcrofom copies maintained at Naval
Sea combat Systems Engineering Station.

Retire to FRC when file is inactive, destroy when 55
Y- oki w when equipment is obsolete, whichever
iS earlier.

(3) AU other electronic drawjn~ maintain~ by

any activity.

Destroy when no longer required.

e. Ordnance eauinment and surface missile svstems

M. Engineering drawings of guns, gun mounts,
turrets, racket launchers, depth charge prajectom, smsU
arms and guns, mortars, pyrotechnic equipment, mine,
mine countemeasurw, ammunitim handhng equipmnt,
fire control and optical equipmat, fu~, tor~~,
underwater missiles, and simikr equi~nt, Engin+ng
drawings for surface missjla systems such as TARTER,

TERRIER, Basic Point Defense, Target Acquisition
System (TAS), NATO SEASP~OW, HARPooN,
TOMAHA~, UNREP, MK 86 GFCS, MK 92 FCS,
Vertical Launcher System, AEGIS Combat System, and
Simitar future systems. (Formerly retired under ~tion
8000.12.)

(1) Original tracing ordnance drawings,
showing complete gun mount, directm, missjie system,
fire control system, and @or comWnents thereof
including complete units of small arms and landing force
equipment. These are maintained at NEDSA, Naval
Ordnance Station (NOS), Louisville, KY. (Th~
drawings are often referred to as Level 1 drawjn~ or
systems drawings.)

Permanent. Retire to WNRC when 30 years old.
Transfer to NARA when 55 years old or when

WtUiPIm?rM or system is declared obsolete, whichev~
is sooner.

(2) CMginal tracings of ordnance dratigs
maintained by InService Engineering Agents and other
activitiw other than NEDSA’S.

Transfer to NOS, Louisville (Code 802) when
drawing is inactive. NOS, Louisville W-Ueffwt final
transfer and disposition in accordance with this
manual.

(3) Original tracing ordnance drawings of
components and subsystems below level 1 maintained at

NOS, Louisville.

Retire to WNRC when drafig becomes inactive or
when 25 years old, whichever is sooner. Destroy
when 55 years old or when equipmmt is dec~r~
obsolete, whichever is sooner.

(4) Ordnance sketch~ (LD series and simjlm)
and preliminary dratings not bearing a BUORD,
NAVORD, BUWEPS or COMNAVSEASYSCOM

drawing number.
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Transfer to WNRC when sketch is inactive. Destroy
when 30 years old. Earlier destruction is authorized
upon notification by the retiring activity.

(S) Special collection of ordnance drawings to
be designated by NOS, Louisville from the collection at
NEDSA LouisviUe and drawn fkom those non-permanent
drawings included under section 9085.le(3) of this
instruction. This collection wilf show the historical
development of tec~lques and processes used in naval
engineering drawings and should include five samples of
each technique or medium such as linens, van dykes,
sepias, reverse sepias, brown lines, myfar, cronotlex,
quadnde, rapidographs, tape processes, photo processes,
various ink pens and pencils and special templates,
Iaheis, and papers.

Permanent. Transfer directly to Cartographic
Branch (NNSC) National Archives using SF 258
from drawing held at the repository to present date.
Future transfers in 5-year blocks beginning in 1995.

(6) Silver microfilm aperture cards of all
ordnance and ordnance systems drawings maintained at
NEDSA, NOS. Louisville and NEDSA, Naval Ship
Weapon Systems Engineering Station (NSWSES), Port
Hueneme, CA.

Permanent. Retire to WNRC when file is inactive.
Transfer to NARA when 55 years old or when
equipment is obsolete, whichever is earfier.

(7) Duplicate silver and diazo copies of
ordnance and ordnance systems drawings maintained by
all activities other than NEDSA, Louisville and Port
Hueneme,

Destroy when 30 years old or when equipment is
obsotete whichever is eartier.

(8) Optical disk high-density dqital image of
ordnance drawings maintained at
COMNAVSEASYSCOM designated Master EDMICS
site. (See section 9085.4 for description of EDMICS
system.)

Disposition Not Authroized. WLIIbe substituted for
section 9085.le(6) as the permanent record if in an
approved archival form at the time of proposed
transfer.

2. SHIPS DRAWING INDEX (SD1). AU index prepared
for each Navy ship which includes alf naval ships
engineering drawings that are applicable to that vessel.
Included are ship construction drawings, systems
diagrams, manufacturers equipment drawing tists and
aasembly drawings. Entries for each drawing include

drawing title, latest revision and whether designated a
selected record drawing.

a. Orkinal tracings for which no silver fibn exis@.
Maintained at planning yard for the vessel.

Permanent. Retire to WNRC when vessel is
decommissioned. Transfer to NARA when S5
years old or when vessel is stricken whichever is
eartier.

b. @izinal tracinm that have been microfibne~,
Msdntained at NEDSA, Portsmouth, NH or at planning
yard.

Retire to FRC when vessel is decommissioned,
Destroy when 30 years old or when vessel is
stricken, whichever is earfier.

c, Master set of SDI’S on silver microfiche.
Maintained at NEDSA, Naval Shipyard Portsmouth, NH.

Permanent. Retire to WNRC in 5-year blocks
containing all vessefs decommissioned during that
period. Transfer to NARA when 55 years old.

3. COMNAVSEASYSCOM ENGINEERING DRAWING
ASSET LOCATOR SYSTEM (NEDALS) is a database of
all COMNAVSEASYSCOM engineering drawings
identified by COMNAVSEASYSCOM number, title, and
fatest revision. System will provide the name of the
activity holding the drawing and the physical form, i.e.,
original tracing, film, etc. The master database wilt be
maintained at NOS, Louisville, KY. System supports
COMNAVSEASYSCOM, naval shipyards, NEDSA’S and
lSEA’S.

a. Master file and historical data ta~.

Destroy after third system backup.

b. Immt data taDes and DaDer record.

Destroy when no longer required.

C. OUtDUtdata and regorts -comrmter and oaDer.

Destroy when no longer required for reference.

d. ~vstems documentation to include descriMion of
data elements, tile Iavout, code books and oDerators and
yser manuals.

Destroy when superseded or no longer needed for
reference.
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4. EDMICS. EDMICS is m optical-disk system that will
provide higbdensity digital image storage of aU
COMNAVSEASYSCOM engineering drawings for all
levefa of the Naval Establishment. EDMICS is a @or
part of the Department of Defense Computer-Aided
Acquisition and Logistic Support Program (CALS).
CALS will automate the creation, handling, and storage
of all technical documentation, ‘he target date for
implementation of EDMICS is 1999.

a. Maste r file and historical ~.

Destroy after third system backup.

b. Insnit ~ taoes a d naDen r record.

Destroy when no longer required.

c. OutDut data on CIDtical disk format.

See section 9085.lb(6) and section 9085.le(8) of thk
instruction for dipsosition instructions.

d. ~ystems docu mentat ion to includ e description of

slata e eme1 nts, file lavout. code books a d otsen raters and
yser manuafs,

Destroy when superseded or no longer neeeded for
reference,

TECHNICAL MANUALS AND OTHER DATA
RECORDS

1. SHIP’S TECHNICAL INSTRUCTIONS. Documents
that contain descriptions of ships, boats, amphibious
vehicfes, systems and equipments, with instructions for
use, FiLesinclude publications or other forms of
information intended for Navy users of equipment or
systems. They are referred to as technical manual$ and
cover some or all of the following: system or equipment
description; instructions for initial preparation and
installation, operation maintenance, and overhaul; parts
listings; and related technical, test or logistic information
or procedures, but no administrative procedures.
Publications include installation, operation and
maintenance manuak for all levels of support; systems
and subsystems manuakq technical repair standards;
checkoff cards and sheets; troubleshooting procedures
and aids; parts lists; field changes and alteration
procedures; and technical bulletins issued to the Fleet
providing specific data for a particular ship system
application, e.g., tilp information books, damage control
books and other manuals appficabfe to specific ships.
(Nuclear propulsion manuafs are covered in section
9086.2.)

a.R r hr~
microform snanua fs in effect AumIst 1976 and all

Rllbfi*ed thereafter by COMNAVSEASYSCO M. Record
COINis at COMNAVSEASYSCOM Control Technic~
Manual Management Activitv fNaval Data SUOOOr(
Activitv. Naval ShiD WeaDons Enizineerin~ Station. Por(
Hueneme, CA. (Retire hard copy only if silver hafide
microform is unavailable.)

Permanent. Retire to WNRC when ship is stricken.
Transfer to NARA when 30 years old.

b. Record COINof manuals @
co MNAVSEASYSCOM Headauarte s car nceled mior @
@rest 1976 and are known not to be in the Naval Data
~uDr)ort Activitv Collection.

Permanent. Retire to WNRC when ship is stricken.
Transfer to NARA when 30 years old.

2. DOCUMENTS PROVIDING INSTRUCTION ON
INSTALLATION, OPERATION, MAINTENANCE AND
OVERHAUL OF NUCLEAR PROPULS1ON PLANTS.

a. Record coDv (Original silver hafide microform or
hard coDv) held bv COMNAVSEASYSC OM Nuclear
pTODUfSion Directorate. (Retire hard coDv onlv if silver
halide film is unavailable.]

Permanent. Retire to WNRC when cancelled.
Transfer to NARA when 50 years old.

b. All other cooies at anv activi .

Destroy when no longer needed for reference.

3. ENHANCED SHIPSTECHNICAL PUBLICATION
SYSTEM (E-STEPS).System provides life-cycle
management support for COMNAVSEASYSCOM and
SPAWAR technical publications. E-STEPS data base
maintains complete information on each publication, e.g.,
title, type, revision, date, group, publication
appficabifity, stock number, ship, cfass or equipment
appficabifit y, related publications, etc. System is
maintained by COMNAVSEASYSCOM and supports
CNET, NCTC, COMNAVSEASYSCOM activities, and
fleet units.

a. Master file and hktorical data tams.

Destroy after third system backup.

b. Insmt ~ tave s and naDer record,

Destroy when no longer required.

c. Out nut data and reDorts-comrmter and Daner,
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Destroy when no Ionger required for reference.

d. fmitems doc umentation to includ e descrbtion of data

~ me nts. file lavo&code books and ocwrators and user

!!!kwlA

Destroy when superseded or no longer needed for
reference.

FACILITIES RECORDS

1, GENERAL FACILITIES RECORDS. Files and
records documenting the organization and function of the
activity, the impkxnentation of plans and policies for
logistic support of naval ships and routine internal
operational and administrative correspondence. These
records are accumulated hy training activities, shore
based supply depots, warehousing activities and similar
commands. Exclude records of naval shipyards,
SUPSHIPS, weapons and ordnance activities and
research and development activities.

Retire to FRC when 2 years old. Destroy when 5
years old.

2. industrial PLANNING SYSTEM (H%). Ikawing
on a data base containing a large inventory of tilpyard
resources, the system determines the service hours
required for each existing industrial plant and the space
required to meet the ptanned future ~Ip workload in
terms of specific sMp availabilities, unscheduled and
other shipwork. Space requirements form the basis for
justifications of military construction projects. Equipment
service hour requirements are used for determining the
number of specific equipments required to meet the
workload. System is maintained at NOS, Louisville.

a. Maste r file and historical ~ .

PERSONNEL AND TRAINING RECORDS

1. PERSONNEL AND TRAINING RECORDS.
Correspondence, memoranda, studies, reports and
similar documents that identify manning requirements,
special qualifications and training requirements for new
programs and electronic systems. Included is course
development documentation. These records are
accumulated by progradlife cycle managers.

Retire to FRC when 2 years oId. Destroy when 10
years old.

2. TRAINING COURSE ADMINISTRATIVE AND
STUDENT RECORDS.

Retire records under appropriate subsection of
SSIC 1500 of this instruction.

SSIC 9089

TRAINING EOUIPMENT RECORDS

1. TRAINING EQUIPMENT RECORDS. Records on
training devices including instrument aids, learners aids,
models and mockups, text books and visual aids. These
records are maintained only by prograndlife cycle
managers to support training on new equipment or
systems under their cognizance.

Retire to FRC when 2 years old, Destroy when 6
years old.

2. TRAINING AIDS, FILMS AND SPECIAL DEVICES
RECORDS. Records maintained by all other activities.

Retire records under appropriate subsection of SSIC
1551 of this instruction,

Destroy after thud system backup.

b. ~ n rrr.

Destroy when no longer required.

c. Outout data and regorts-comtmter and Da~er.

Destroy when no longer required for reference.

d. &stems docu mentation to include desc rbtion of dattj

Destroy when superseded or no longer needed for
reference.

9UALITY ASSURANCE REQUIREMENTS RECORDS

1. QUALITY ASSURANCE REQUIREMENTS FOR
SHIPS. Exclude quality assurance policy records from
COMNAVSEASYSCOM and COMSPAWARSYSCOM
which are covered by 9000.la.

Retire records under SSIC 4855 of thk instruction.

SSIC 9091

~HIP INSPECTION RECORD$
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1. INSPECTIONS CONDUCTED BY THE BOARD OF
INSPECTION AND SURVEY, WASHINGTON, DC
AND REG1ONAL SUB BOARDS.

Retire records under appropriate subsection of SSIC
4730 of this instruction.

2. SHIP INSPIXTION RECORDS. Records include
calibration qualifications, configuration audits, hull
surveillance inspections, inspection system, ship
inspections, material identification, and visual inspection.

a. &go rds maintained bv Droaram manager/life
~cle manager and fteti SUDOOrtactiviti~.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintain ed for routine internal
-rations by all other activities.

SsKa!23

COMBAT SYSTEMS CHECK OUT RECORDS

1, COMBAT SYSTEMS CHECK OUT RECORDS.
Retords include checkout of combat systems, command
and control testing, consolidated operability teat (COT),
performance operating standards for electrical
equipment, SQUAT, and Weapons Systems Acceptance
Test (WSAT).

a. Records maintained bv orogram ~na gerilif~
~

. . .
c lvl I s.

Cut off anually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal

9Qerations bv all other activitie$.

Cut off annually. Destroy when 2 years old.
Cut off annually. Destroy when 2 years old.

c. Jnsoect ion re DOtiSmaintained bv shim and other

!!f&@!&.

Destroy when 2 years otd or superseded hy new
report, whichever is earlier.

$HIP TEST RECORDS

1. SHIP TESTS RECORDS. Records include circularityy,
smoothness and fairness tests, compartment tests, initial
operation and evaluation tests, test indices, test memos,
procedures, schedules and tightness tests.

a. Records maintained bv momam manazer/tife

Svck manaQer and fteet SUDoort activities.

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
oDerations bv all other activities.

Cut off annually. Destroy when 2 years old.

c, Insoect ion reoorts maintained by shivs and other

&XJ!!!&

Destroy when 2 years old or superseded by new
report, ti]chever is earlier.

c, Inspection reDorts maintained bv shim and other

f!E@4P&

Destroy when 2 years old or superseded by new
report, whichever is earlier.

~HIP TRIAL RECORDS

1. TRIALS CONDUCTED BY THE BOARD OF
INSPECTION AND SURVEY, WASHINGTON, DC
AND REGIONAL SUB BOARDS.

Retire records under the appropriate section of SSIC
4730 of this instruction.

2. SHIP TRIAL RECORDS, Acceptance trial reports
and underway trial reports for newly-constructed ships.
Also performance trials, standardization trials and
tactical trials. Copies of reports of boards or sub-boards
of inspection and survey and related correspondence and
other documents maintained by COMNAVSEASYSCOM

a. Reco rds maintained bv Droaram manage rllift+
In~ ivi i .

Cut off annually. Retire to FRC when 2 years old.
Destroy when 10 years old.

b. Records maintained for routine internal
9~ rations bv all other activiti~s.

Cut off annually. Destroy when 2 years old.
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WEIGHT CONTROL

1. RECORDS ON WEIGHT AND MOMENT
CHANGES, Weight reports of newly constructed ships,
daily planning reports and refated data.

a. Pme r CoDies.

(1) Master copies for tilch no silver hafide film
exists at COMNAVSEASYSCOM Headquarters.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 30 years ofd.

(2) Filmed paper master copies.

Destroy upon verification of microform.

(3) All other copies at COMNAVSEASYSCOM
Headquarters or any other activity.

Destroy when no longer needed for reference.

b. Microform coDies.

(1) silver halide microform and one copy at
COMNAVSEASYSCOM Headquarters.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

(2) All other copies at any activity.

Destroy when no longer needed for local reference.

~

INCLINING EXPERIMENT AND TRIM DRIVE

REco R~

1. REPORTS ON INCLINING EXPERIMENTS, U.S.
NAVY SHIPS. Records include calculations, the inclining
experiment, inclining weights, procedures, reports and
trim drive records.

a. Paoe r coDiq.

(1) Master copies maintained at
COMNAVSEASYSCOM that have not been filmed.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 yeras old.

(2) Master copies that have been filmed.

SECNAVINST S212.5D
22 April 1998

Destroy upon verification of microfifm.

(3) Non-master copies maintained at
COMNAVSEASYSCOM and copies maintained at any
other activity.

Destroy when no longer needed.

b. Microform CoDie$.

(1) Silver halide microform and one copy
maintained at COMNAVSEASYSCOM.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 30 years old.

(2) Other copies at any activity.

Destroy when no longer required.

~

MODELS AND MOCKUP RECORDS

1. RECORDS INCLUDE DRAWING ROOM MODELS,
SIfIP CONSTRUCTJON MOCKUPS AND WHOLE
SHIP MODELS.

a. Case file for each model. (Includes sDecificationst
gse historv file, custodv recei MS. loan records and similar

f!W!@WLsJ

Transfer with the three dimensional model or mock-
up. Receiving activity will destroy when no longer
required.

b. Machinerv soace modefs, drawbw room modefs,
design modefs and full shiD made~.

When no longer required for active use; contact
Curator of Ship Modefs, David Taylor Research
Center for disposition/shipping instructions.

c. Three dimensional mocku~.

When no longer required for active use; contact
Director of Naval History/Curator of the Navy
(TW9BH)for disposition/shipping instructions,

$MMX!X!

PHOTOGRAPIiIC RECORDS

1. PHOTOGRAPHS OF SHIPS. Files include
photographs of antenna riggings, commissioning,
consolidated operability tests, identification photos,
progress photos, ship as completed photos, inclining
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experiment photos, keel laying photos, launching photos,
and trial photos.

a. Rtxords maintained bv the rmogram manager.

(1) For class leader ships.

Permanent. Retire records with ships Case file
under section 4700.lc(l) (a)~ of this instruction.

(2) For all other ships,

Retire records with Ships Case file under section
4700. lc(l) (a)~ of this instruction.

b. Records maintained bv IIllvld $bilward and sbi~
reDair facititi~.

Retire to FRC when 4 years old. Destroy when 10
years old.

C. Records maintained bv all other activities.

Retire to FRC when 2 years old. Destroy when 6
years old.

$IC 9100-9690

EXCEIT WHERE OTHERWISE INDICATED,
RECORDS UNDER SSIC 9100 THROUGH %90 AREA
PART OF THE PRIMARY PROGRAM FILES QR LIFE
CYCLE ENGINEERING AND MANAGEMENT FILES
AS DESCRIBED IN SECTIONS 9000.1 AND 9000.2, IN
SUPPORT OF NEW SHIP CONSTRUCTION, FLEET
MODERNIZATION AND FLEET MATERIAL
SUPPORT. FOR A COMPLETE LISTING OF
SUBJECTS INCLUDED IN EACH SUBJECT
CATEGORY, SEE SHIPS WORK BREAKDOWN
STRUCTURE, COMNAVSEASYSCOM 0900-LP-039-
9010 (NOTAL).

SIC 9100-9194

RECORDS IN THIS SERIES ARE RELATED TO
GENERAL HULL STRUCTURE RECORDS AND
XNCLUDE SHELL AND SUPPORTING STRUCTURE;
HULL STRUCTURAL BULKHEADS; HULL DEC~
HULL PLATFORMS AND FLATS; DECK HOUSE
8TRU~, SPECIAL STRUCTURES (STACK AND
MACKS, BALLISTIC PLATING, SONAR DOMES,
AND HULL STRUCTURAL CLOSURES); MASTS,
KINGPOSTS, AND SERVICE PLATFORMS;
FOUNDATIONS; AND SPECIAL PURPOSE SYSTEMS
(HULL, BALLAST AND BUOYANCY UNITS AND
COMPARTMENT TESTING) RECORDS.

HULL STRUCTURE

1, HULL S1’RUCTURE RECORDS, GENERAL.
Records concerning deckhouses, fixed ballast,
foundations, main hull body, structural closures,
subdhisions, welding and fastening. Exclude primary
program records covered by 9000.1 and life cycle
management records covered by 9000.2a,

Destroy when 6 years old,

SHELL AND s UPPORTING STRUCTURE

1. SHELL AND SUPPORTING STRUCTURE
RECORDS. Records concerning the pressure huU
envelope and support structures for submarine and the
rigid sidewall seals and flexible shirts and seals for air
cushion vehicles and surface effect ships (ACV/SES). Also
iocluded in th~ category are records concerning sbeU
plating, surface and submarine hulls, inter bottom, shell
appendages, stanchions, longitudinal and transverse
framing for surface sb@ and submarines and lift system
flexible shirts and seals. Exclude primary program
records covered by 9000.1 and life cyck management
records covered by 9000.2a.

Destroy when 6 years old.

SMQ!uQ

HULL STRU CTURAL BULKHEADS

1. HULL STRUCTURAL BULKHEAD RECORDS.
Records concerning longitudinal and transverse structural
bulkheads, trunks and enclosures, bulkheads for torpedo
protection, submarine hard tanks and soft tanks. Exclude
primary program records covered by 9000.1 md life
cycle management records covered by 9000.2a.

Destroy when 6 years old.

HULL DECI@

1. HULL DECK RECORDS. Records containing
information concerning all decks within the bull of the
ship up to and including the strength or fJight deck,
Exclude primary program records covered by 9000.1 and
life cycle management records covered by 9000.2a.

Destroy when 6 years old.
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HULL PLATFORMS AND FLATS

1. HULL PLATFORMS AND FLATS RECORDS.
Records containing information on all platforms and flats
within the huU. Exclude primary program records
covered by 9000.1 and life cycle management records
covered by 9000.2a.

1. BALLISTIC PLATING RECORDS. Records contain
information on armor grading, barbette connections and
supports, barbette deck wedges, coming tower and fire
control tubes, splinter plating, and aide belt plates.
Exclude primary program records covered by 9000.1 and
life cycle management records covered by 9000.2a.

Destroy when 6 years old.

$SIC 9200-9299
Destroy when 6 years old.

!i!sK2M

DECK HOUSE STRUCTURE

1. DECK HOUSE STRUCTURE. Records concern all
deck house structures on all levels of the ship and for
submarines including all faired structures composed of
framing and plating above the pressure or non-pressure
huU that is open to the sea. This includes fairwater for
bridge and mast structure, walking decks, main deck and
safety tracks. Exclude primary program records covered
by 9000.1 and life cycle management records covered by
9000.2a.

Destroy when 6 years old.

SSIC 9160

$PECIAL STRUCTURES

1. SPECIAL STRUCTURES RECORDS. Records
concern structural casting, forgings and equivalent
weldments. Exclude primary program records covered by
9000.1 and life cycle management records covered by
9000.2a.

Destroy when 6 years old.

SSIC 9162

STAC KS AND MACKS

1. STACKS AND MACKS. (Combined stack and mast
records.) Records contain information on coverings,
forgings, gaskets, ladders, plating, stack covers, and
stack outer casing. Exclude primary program records
covered by 9000.1 and life cycle management records
covered by 9000.2a.

Destroy when 6 years old.

SSIC 9164

PROPULSION PLANT RECORDS

RECORDS CONCERNING THE PROPULSION
PLANTS OF NAVY SHIPS. THEY INCLUDE
AUTOMATED SHIP CONTROL SYSTEMS, NUCLEAR
AND NON-NUCLEAR ENERGY GENERATING
SYSTEMS, STEAM PROPULSION UNITS, INTERNAL
COMBUSTION AND ELECTRIC PROPULSION
UNITS, TRANSMISSION AND PROPULS1ON
SYSTEMS, PROPULSION SUPPORT SYSTEMS, FUEL
AND LUBE OIL SYSTEMS AND SPECIAL PURPOSE
PROPULSION PLANTS.

SsW2!M

PROPULSION PLANT

1. PROPULSION PLANT RECORDS, GENERAL.
Records related to ship propulsion plants and their
control systems. Records are generally accumulated at
the sldp level. Exclude primary program records covered
by 9000.1 (non-nuclear) and 9210,1 (nuclear) and life
cycle management records covered by 9000.2a.

Destroy when 6 years old.

fWIC 9210

NAVAL NUCLEAR PROPULSION INFORMATION

Q!!PU?D

1. PRIMARY PROGRAM RECORDS. Correspondence,
reports, studies, record copies of instructions and notices
and other records that document the establishment,
development and accomplishment of plans, programs and
policies retated to the design, arrangement, manufacture,
testing, operations, administration, trainiig, maintenance
and repair of naval nuclear-powered sbipa and prototypes
under the Naval Nuclear propulsion Program. Records
are maintained by Nuclear Propulsion Directorate of
COMNAVSEASYSCOM (SEA 08).

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 50 years old.

BALLISTIC PLATING RECORDS
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2. GENERAL CORRESPONDENCE. Correspondence,
reports and other records pertaining to Naval Nuclear
Ropufsion Rograms and procedures of activities,
departments, divisions or other organisational unit
concerned. Included are records of shipboard and shore-
based nuclear support facilities.

Retire to FRC when 4 years old. De&roy when 10
yeara old.

3. NUCLEAR ENGINEERING EXAMINATIONS,
Qualification examinations at COMNAVSEASYSCOM
and completed by prospective engineering ofllcers, slitt
teat engineers and prospective commanding officers to
determine qualifications of nuclear engineers for nuclear
propulsion plants in U.S. Navy ships.

a. Paws of success fullY-comdeted examinations.

Transfer to WNRC in 6-month blocks when newest
examination papers are 6 months old. Destroy when
neweat papers are 1S years old.

b. Paoers of unsuc cessfullv-comoleted examinations.

Transfer to WNRC in 6-month blocks when
neweat examination papers are 15 months old.
Destroy when newest papers are 15 years old.

Ssuw

ENERGY GENERATING SYSTEMS (IWN-NUC LEAR]

1. ENERGY GENERATING SYSTEM (NON-
NUCLEAR). Records contain information on propulsion
boilers, gas 8enerators, main propulsion batteries, and
main propufaion fuel cells. Exclude primary program
records covered by SSIC 9000,1 and fife cycle
management records covered by 9000.2a.

Destroy when 6 years old.

Ss!Q2u

fSTEAM BOILER RECORDS

1. BOILER RECORD SHEETS. Boikr record sheets
and similar records and logs maintained by U.S. Navy
shipa to monitor boiler operation.

Destroy when 2 years old.

1. PROPULSION UNfTS. Records on propulsion units
such as steam turbines and engines, internal combustion
en8ines, gas turbines, electric propulsion devices, self-
contained systems, auxitiary devices, and secondary and
emergency propulsion systems for submarines. Exclude
primary pro8ram records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 6 years old,

PROPULSION GAS mINEs

1. MARINE GAS TURB INE ENGINE (MGTJQ
AUTOMATIC DATA PROCESSING SUPPORT
SYSTEM. MGTE is an accountin8/inventory control
system which provides management data to
COMNAVSEASYSCOM inventory mana8ers. MGTE
contains the status and location of engines, e.g., whether
occur in transit, under repair, installed shipboard, ready
for issue and status of shipping containers.

a. Master file and hkt orical data W.

Destroy after third system backup.

b. [nmt data taDes and Dager record,

Destroy when no longer reqired.

c. Qutnu t data and regorts-comouter and oaoe-r,

Destroy when no longer required for reference,

d. $vstems docementation to include desc rir.Mienof

data elements. file Iavout. code books and onerators and
user manuals.

Destroy when superseded or no longer needed for
reference.

TRANSMISSION AND PROPULS1ON SYSTEMS

1. TRANSMISS1ON AND PROPULSION SYSTEMS.
Records on propulsion reduction gears, system clutches
and couplings, shafth8, shaft bearings, propulsory,
propufsor shrouds, and ducts and water jet propulsory.
Exclude primary program records covered by 9000.a and
life cycle management records covered by 9000.2a.

PROPULSION UNITS
Destroy when 6 years old.
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Ssu?24s

PROPULSORY RECORDS

1. PROPELLER INSPECTION REPORTS FOR “
NAVAL SHIPS.

a. Paoer co~ies at COMNAVSEASYSCOM.

Destroy upon verification of microform.

b. Paver coDies at all other activities.

Destroy when no longer needed for reference.

c. Sliver halide microfiche at
COMNAVSEASYSCOM.

Destroy when propelier is scrapped.

d. All other microfiche cor)ies at any activity.

Destroy when no longer needed for reference.

~

PROPULS1ON SUPPORT SYSTEMS

1. PROPULSION SUPPORT SYSTEMS. Records on
combustion air systems, propulsion control systems, main
steam piping system, condensers and air ~ectors, feed
water and condensate systems, circulating and cooling
water systems, high pressure steam drain systems, and
uptakes. Exclude primary program records covered by
9000.1 and life cycle management records covered by
9000.2a.

Destroy when 6 years old.

~o

FUEL AND LUBE OIL PROPULSION SUPPORT

~

1. FUEL AND LUBE OIL SUPPORT SYSTEMS.
Records on fiel service systems, main propulsion lube oil
systems, submarine shaft lube oil systems, and lube oil
fill, transfer and purification systems. Exclude primary
program records covered by 9000.1 and life cycle
management records covered by 9000.2a.

Destroy when 6 years old.

~!l

~PECIAL PURPOSE PROPULS1ON PLANT SYS~.MS

1, SPECIAL PURPOSE SYSTEMS. Records on the
engineering operational sequencing system. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 6 yeara old,

Sslc 9300- 939Q

1. ELECTRIC PLANT RECORDS INCLUDE
INFORMATION ON MOTORS AND ASSOCIATED
EQUIPMENT, PROTECTIVE DEVICES, ELECTRIC
CABLES, ELECTRICAL DESIGNATING AND
MARKING, ELECTRIC POWER GENERATION,
POWER DISTRIBUTION SYSTEMS, LIGHTING
SYSTEMS, POWER GENERATION SUPPORT
SYSTEMS, GAS TURBINES, SUPERCONDUCTING
SYSTEMS AND SPECIAL PURPOSE ELECTRIC
PLANTS. Exclude primary program records covered by
9000.1 and life cycle management records covered by
9000.2.

Destroy when 6 years old.

SSIC 9400-9445

GENERAL COMMAND AND SURVEILLANCE
JSHIPBOARD INSTAI.LATIONS)

SSIC 9400

1. COMMAND SURVEILLANCE (SHIPBOARD
INSTALLATION) RECORDS. Files include security
requirements, personnel safety, radio frequency
transmission lines, antenna requirements, grounding and
bonding, electromagnetic interference reduction and
system test requirements. Files also include command and
control system and navigation systems (non-electrical and
non-electronic navigation aids), electrical navigation aids
(lights), radio electronic navigation systems, acoustical
electronic navigation systems and periscopes. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 10 years old,

SSIC 9402

SECURITY REQUIREMENTS RECORDS

1. COMMUNICATIONS SECUR ITY ENGINEERINQ

co NTROL SYSTEM. ‘Ilk system provides support to
technical codes at the Space and Naval Warfare Systems
Engineering Center, Portsmouth, VA. Support is
provided in the following functional areas: configuration
management, project management, fiscal tracking and
projections, reliability and maintainability, logistics,
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engineering design, engineering calculations and
TEMPEST program.

date, and repair costs. System is maintained on micro
computers by participating activities.

a. Master file and historical dat a taDes. a. Discs or other file maintenance media.

Destroy after third system backup. Destroy when no longer needed.

b. Inmt ~ n rrr. b. Inmt data.

Destroy when no longer required. Destroy when no longer required.

c, aa nd reoort s-comnut er and Daoer, C. (hltD ut data and reoort$.

Destroy when no longer required for reference. Destroy when no longer required for reference.

d. $%’stems documentation to include description of
data elements, file layout, code books and ooerators and
user manuals,

d. Svstems documentation to include description of
data elements, file lavout, code books, and oDerators and
~ser manuals.

Destroy when superseded or no kmger needed for
reference.

Destroy when superseded or no longer needed for
reference.

1. INTER1OR COMMUNICATIONS (IC) RECORDS.
Files include switchboards for [C systems; telephone
systems; announcing systems, entertainment and training
systems, voice tubes and message passing scuttles; alarm,
safety and warning systems; indicating, order and
metering systems; integrated control systems; and
recording and television systems. Exclude primary
program records covered by 9000.1 and life cycle
management records covered by 9000.2a.

NJRFACE SURVEILLANCE SYSTEM RECORDS. Files
include surface search radar, two and three dimensional
(2nd and 3rd) air search radar, aircraft control approach
radar identification systems (IFF) multiple mode function
radar, and space vehicle electronic tracking. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 10 years old.
Destroy when 6 years old.

sMMfiL!

UNDERWATER SURVEILLANCE SYSTEMS
1. EXTERIOR COMMUNICATIONS RECORDS. Files
include radio systems, underwater systems, visual and
audible systems, telemetry systems, teletype and facsimile
systems, and security equipment systems. Exclude
primary program records covered by 9000,1 and life
cycle management records covered by 9000.2a.

1. UNDERWATER SURVEILLANCE SYSTEMS
RECORDS, Files include fixed surveillance systems
(includes active sonar), mobile surveillance systems
(includes passive sonar), deployable surveillance systems
(multiple mode sonar), and classification sonar. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.Destroy when 6 years old.

Ssuw Destroy when 6 years old.

RADIO SYSTEMS RECORDS $SIC 9470-9472

1. MOBILE RADIO INFORMATION SYSTEM. System
allows users to add, update or delete mobile radio
inventory items, and track those items scheduled for
maintenance for a selected period. Information retained
in the system includes purchase date, unit cost, repair

(30LJNTERMEASURES RECORDS

1. COUNTERMEASURES RECORD. Files include
active and passive electronic countermeasures (ECM).
Exclude primary program records covered by 9000.1 and
life cycle management records covered by 9000.2a.
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Dsstroy when 6 years old.

TORPEDO COUNTERMEASURES RECORD$J

1, TORPEDO COUNTERMEASUW3S FILES. Records
contain information on torpedo decoys and
countermeasures includ:ng all acoustic, chemical,
mechanical and hybrid decoys and sldp silencing relating
to their construction, effectiveness, performance,
installation, and production. Files also consist of
equipment and list data, copies of station dwectives and
other records relating to shipboard torpedo
countermeasures, ship silencing and sldpbosrd
integration with associated sensors and anti-submarine
warfare (ASW) systems. Exclude primary program
records covered by 9000.1 and life cycle uumagement
records covered by 9000.2a.

Destroy when 6 years old.

2. TORPEDO COUNTERMEASURES EQUIPMENT
MODIFICATIONS TO MEET REVISED THREATS OR
IMPROVED CHARACTERISTICS.

Destroy when superseded, when equipment is
transfered to other control, or after final deposition,
whichever accurs later.

OTHER DECOYS RECORDS

1. OTHER DECOYS FILES. Records contain
information relating to the construction and effectiveness
of electronic warfare decoys including all radio
programming, “infraredand hybrid radio
fkequency/intermediate range. Exclude primary program
records filed under 9000.1 and life cycle management
records covered by 9000.2a.

MINE C UNTERMEAS~
RECORDS

1. MINE COUNTERMEASURES RECORDS. Files
include information on acoustic, magnetic and mechanical
minesweeping systems, trawl nets, mine countermeasures
handling equipment, minefield navigation systems, mine
hunting systems, and pressure minesweeping systems.
Exclude primary program records covered by 9000.1 and
life cycle management records covered by 9000.2a.

Destroy when 6 years old.

ssK2444

FIRE CONTROL SYSTEMS

1. FIRE CONTROL SYSTEMS RECORDS. Files
contain information concerning equipment not integral or
attached to the weapons.

Retire and dispose of records under the appropriate
subsection of SSIC 8200 of this instruction.

~PECIAL PURPOSE SYSTEMS (COMMAND AND
SURVEILLANCE) RECORDS

1. SPECIAL PURPOSE SYSTEMS RECORDS. Files
include electronic test, checkout and monitoring
equipment, flight control and instrument landing systems,
non-combat data processing systems, and meteorological
systems. Exclude primary program records covered by
9000.1 and tife cycle management records covered by
9000.2a.

Destroy when 5 years old.

SsKM2
Destroy when 6 years old.

DEGAUSSING RECORDS

1. DEGAUSSING RECORDS. Fites include information
on coils, connection boxes, control equipment and
magnetic silencing.

Retire and dispose of records under the appropriate
subsection of SSIC 89S0 of this instruction.

ELECTRONIC EOUIPMENT FOR RADIATION
DETECTION. INDICATION. AND COMPUTATION
fRADIAC~

1. GENERAL CORRESPONDENCE for RADIAC
program. Records include budget estimate submissions,
procurement documents and other correspondence used
in the routine administration of the program.

Destroy when 2 years old.

2. ALL MATERIAL USED AS REFERENCES IN
RESEARCH AND DEVELOPMENT.
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Destroy when no longer needed. Destroy when S years old.

3. ALL RAD1ATION DETECTION INDICATION AND
COMPUTATION (RADIAC) CASE FILES FOR
INDIVIDUAL UNITS.

Retain on board until unit is removed from Navy
inventory, then destroy.

4. ALL MATERIAL ON MOVEMENT OF
RADIOACTIVE MATERIALS.

Destroy after 2 years old.

&lc 9500-9599

AUXILIARY SYSTEMS RECORDS

GENERAL AUXILIARY SYSTEMS RECORDS

1. AUXILIARY SYSTEMS RECORDS. Files include
auxiliary machinery, pumps, instruments and instrument
boards, general piping requirements, overflows, air
escapes, and soundhg tubes, machhiery and piping
designations and markings, thermal insulation for piping
and machinery, and thermal insulation for ventilation
and air conditioning ducts. Exclude primary program
records covered by 9000.1 and fife cycle management
records covered by 9000.2a.

Destroy when 5 years old.

SsKMM

ENVIRONMENTAL CONTROL RECORDS

1. ENVIRONMENTAL CONTROL RECORDS. Files
contain information on compartment heating, ventilation,
machinery space ventilation, air conditioning, air
revitalisation (submarines), refrigeration, auxiliary
boilers, and waste heat recovery systems. Exclude
primary program records covered by 9000.1 and fife
cycle management records covered by 9000.2a.

FRESH WATER SYSTEMS

1. FRESI1 WATER SYSTEMS RECORDS. Fifes include
information on distilling plants, coding water portable
water, auxiliary stream and drains within and outside
machinery box, and auxitiary fresh water coofing
systems. Exclude primary program records covered by
9000.1 and life cycle management records covered by
9000.2a.

Destroy when S years old.

FUELS AND LUBRICANTS. HANDLING AND
STORAGE

1. FUELS AND LUBRICANTS RECORDS. Files include
information on handting and stowage of ship fuels,
aviation and general purpose fuefs, and special fuels and
lubricants. Exclude primary program records covered by
9000.1 and life cycle management records covered by
9000.2a.

Destroy when 5 years old.

Ss!G?w

AIR. GAS AND MISCELLANEOUS FLUID SYSTEMS
RECORDS

1. AIR, GAS AND MISCELLANEOUS FLUID
SYSTEMS RECORDS. Files include compressed air, fire
extinguishing, and hydrautic fluid systems. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 5 years old.

SSIC 9560

SIJIP’S CONTROL SYSTEMS RECORDS
Destroy when S years old.

$EAWAT13R SYSTEM$

1. SEAWATER SYSTEMS RECORDS. Files include
information on non-propulsion seawater sprinkler,
washroom and auxiliary seawater systems, and plumbing.
Exclude primary program records covered by 9000,1 and
life cycle management records covered by 9000.2a.

1. SHIP’S CONTROL SYSTEMS RECORDS. Files
include information on steering and diving control
systems, rudders, hovering and depth control, trim
system, diving planes and stabilizing fins for submarines,
and trim and heel systems for surface ships. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 5 years old.

HI-9-22



SECNAVINST5212.5D
22 April 1998

Destroy when 2 years old.

MATERIAL HANDLING SYSTE MS RECORDS

1. MATERIAL HANDLING SYSTEMS RECORDS.
Files include records on replenishment, replenishment at
sea, sMp’s stores and equipment handling, cargo
handIing, material replenishment, and vertical handling
and stowage systems, Exclude primary program records
covered by 9000.1 and life cycle management records
covered by 9000.2a.

Destroy when S years old.

MECHANICAL HANDLING SYSTEMS RECORDS

1. MECHANICAL HANDLING SYSTEMS RECORDS.
Files include anchor handling and stowage systems,
mooring and toting systems, boat handling and stowage
systems, mechanically operated door, gate pump, and
turntable systems, elevating and retracting gear, aircraft
support systems, aircraft Iauncb support systems, and
aircraft handling, servicing and storage systems. Exclude
primary program records covered by 9000,1 and life
cycle management records covered hy 9000.2a.

Ikstroy when 5 years old.

SSIC 9590

SPECIAL PURPOSE SYSTEMS (AUXILIARY
SYSTEMS) RECORD$

1. SPECIAL PURPOSE SYSTEMS (AUXILIARY
SYSTEMS) RECORDS. Files include scientific and ocean
engineering systems, swimmer and diver support and
prottxtion systems; emviromnental pollution control
systems (sewage treatment and disposal, trash disposal
and incineration), submarine rescue, salvage and survival
systems, towing, launchhg and handling for underwater
systems, handling system for divers and submersible
vehicles, and salvage support systems. Exclude primary
program records covered by 9000.1 and life cycle
management records covered by 9000.2a.

$HIP FI’ITINGS RECORDS

1. SHIP FITTING RECORDS. Files include hull fittings,
rails, stanchions, lifelines and rigging, and canvas records.

Destroy when 2 years old.

Ss.Lu!m

HULL COMPARTMENTATION RECORDS

1. HULL COMPARTMENTATION RECORDS. Files
include non-structural bulkheads, floor plates and
gratings, ladders, non-structural closures, and air ports,
fixed port lights and windows.

Destroy when 2 years old.

$IC 9630

PRESERVATIVES AND COVERINGS RECORD$

1. PRESERVATIVES AND COVERINGS RECORDS.
Files include painting, sine coating, cathodic protection,
deck covering, hull insulation, hull damping, sheathing,
refrigerated spaces, and radiation shielding. Exclude
primary program records covered by 9000.1 and life
cycle management records covered by 9000.2a.

Destroy when 5 years old.

Ssm?@!l

LIVING SPACES RECORDS

1. LIVING SPACES RECORDS. Files include living
spaces and furnishings, berthing and messing spaces,
sanitary spaces, and fixtures and community/worship
spaces.

Destroy when 2 years old.

Destroy when 5 years old,
~ERVICE SPACES RECORD$$

ss!Q!m

GENERAL OUT FIT AND FURN ISHING RECORDS

1. GENERAL OUTFIT AND FURNISHING RECORDS.
Files include hull designating and marking, draft marks,
locks, keys and tags, and rodent and vermin proofing.

1. SERVICE SPACES RECORDS. FIISSinclude
commissary spaces, medkal spaces, dental spaces, utility
spaces (barber shop, ship’s store and brig), laundry
spaces, and trash disposal spaces.

Destroy when 2 years old.
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Ss!Mw

WORKING SPACES RECORDf$

1, WORKING SPACES RECORDS. FM%include
offices, damage control stations, and workcenters,
laboratories, teat areas and shops (including portable
tools and equipment).

Destroy when 2 years old,

sources for the data and information. These data bases
are made accessible to users through a standardized,
menu driven inquiry and reporting system. System
provides data and information to manage an alteration
throughout its life-cycle, from initial identification
development by ISEA, through planning and budgeting,
installation and accomplishment reporting.

a. Master file and historical data tanes,

Destroy after third system backup.

b. Inmlt data tanes and naDer record.
$TOWAGE SPACE RECORDS

Destroy when no longer required.
1. STOWAGE SPACE RECORDS. Files include lockers
and special stowage, storerooms, issue rooms, and cargo
stowage.

Destroy when 2 years old.

SsK%!x!

~PECIAL PURPOSE SYSTEM (OUT FIT AND
FURNISHINGS) RECORDS

1, SPECIAL PURPOSE SYSTEMS RECORDS. Files
include furnishings and outfitting special purpose systems
and out fit and furnishings operating fluids, and repair
parts and special tools.

Destroy when 2 years old.

Swa!?!l

GENERAL ARMAMENT (SHIPBOARD
INSTALLATIONS) RECORDS

1. GENERAL ARMAMENT (SHIPBOARD
INSTALLATION) RECORDS. Files include stowage and
handling of guns and ammunition, missiles and rockets,
mines, depth charges, torpedoes, small arms and
pyrotechnics, cargo munitions and aircraft-related
weapons. Files also include, special purpose systems

(armament) and special weapons. They consist of”
correspondence, reports, drawings, and studies, They are
accumulated by shipyards, sMp repair facilities and other
activities concerned with the construction and
maintenance of naval ships.

Retire and dispose of records tinder the appropriate
subsection under SSIC 8020 of this instruction.

2. COMBAT SYSTE MS ALTERATION NETWORK

(SEANET). The system is based on a distributive data
processing network consisting of detailed data basea
located at, and maintained by, the designated responsible

c. o utrmt data and reDorts-comDuter and tmuer.

Destroy when no longer required for reference.

d. $vsterns documentation to include description of
fhtta elements, file Iavout . code books and oDerators and
yser manud.s,

Destroy when superseded or no longer needed for
reference.

GENERAL INTEGRATION AND ENGINEERIN~
JSHIPBUILDER’S RESPONSE) RECORDS

1. GENERAL INTEGRATION AND ENGINEERING

(SHIPBUILDER’S RESPONSE) RECORDS. Files include
engineering services associated with the design,
development, production, testing and delivery of ships
including production engineering, special drawings for
nuclear propulsion systems, design support, quatity
assurance, integrated togistic support engineering, and
special purpose items.

Destroy when 3 years old.

SSIC 9900-9999

GENERAL SHIP ASSEMBLY AND SUPPORT
$ERVICES RECORDS

1. GENERAL SHIP ASSEMBLY AND SUPPORT
SERVICES RECORDS. Files include contractual and
production support services, and construction support
(molds and templates, launchings and drydocking).

Destroy when 6 years old.
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DRYDOC KING RECORDS

1. DOCKING REPORTS. Reports concerning the
condition of the hull and aU underwater attachments to
the hull that are prepared whenever a naval vessel is
placed in drydock for routine overhaul or emergency
repairs.

Destroy when 2 years old.
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CHAPTER 10

GENERAL MATERIAL RECORDS
SSIC 10000-10999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO GENERAL MATERIALS NOT COVERED
IN THE SPECIALIZED MATERIAL SERIES (SUCH AS
ORDNANCE, SHIPS, AERONAUTICAL). THEY
RELATE TO PERSONNEL MATERIALS, GENERAL
TOOLS AND MACHINERY, ELECTRONIC AND
ELECTRICAL EQUIPMENT, BUILDING
MATERIALS, FUELS, METALS, PHOTOGRAPHIC
EQUIPMENT AND ACCESSORIES, AND OTHER
MISCELLANEOUS MATERIALS. THEY ARE
ACCUMULATED THROUGHOUT THE NAVY AND
MARINE CORPS ACTIVITIES PERFORMING
SPECIALIZED, TECHNICAL, OR OTHER
FUNCTIONS RELATING TO THESE MATERIALS.

SSIC 10000-1009$!

jlslc 1000Q

GENERAL MATERIAL RECORDS

1. GENERAL CORRESPONDENCE FILES, Files
related to routine internal operation and administration
of general material not covered etsewhere in this
schedule. (See also SSIC 4400 for supply material files.)

Lktroy when 2 years old.

2. BLUEPRINTS AND DRAWINGS. Files of general
equipment and material items. (See SSIC 4121.2 for
permanent specification files.)

a. Original Tra cinm of Drawings (Master CoDies

Q!!!Y).

Retain on board. Destroy when microfilmed and
identification and mounting is completed or when no
longer needed, whichever is later.

b. Maste r Microfilm NWativ~.

Retain on board. Destroy when no longer needed.

c. Other CoDim.

Retain on board. Destroy when superseded, obsolete,
or no longer needed for reference.

3. yN IDENTIFIED RECORDS. Records relating to
general material operations that are not described in this
chapter.
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Disposition not authorized. Submit an SF 115
following the guidelines of Part H, paragraph 4.

$SIC 10010

TECHNICAL INFORMATION AND MODIFICATION
~MARINE CORPS ONLYI RECORDS

1. MARINE CORPS TECHNICAL INFORMATION
AND MODIFICATION RECORDS. Fiks of general
tools and machinery, electronic equipment, and other
miscellaneous materials.

Retain on board, Destroy when superseded,
obsolete, or no longer needed for reference.

$WIC 10100-10199

PERSONNEL MATERIAL RECORDS

SSIC 101OQ

GENERAL PERSONNEL MATERIAL RECORDS

1. GENERAL CORRESPONDENCE. Files covering the
administration and routine operation of personnel
material.

Destroy when 2 years old.

SSIC 10110

PROVISIONS AND RATIONS RECORDS

L ACTIVITIES SUBSISTENCE REPORT RECORDS.
Reports, correspondence, and related records concerning
subsistence requisitioning/support channels, special
rations, stock Ievefs, wholesale support, and inspection of
stock, stock status, etc. (See also SSIC 4061.)

a. Afloat Activities.

Destroy when I year old.

b. Ashore Activities.

Destroy when 2 years old.

2. INVESTIGATION RECORDS. Reports/
documentation of damaged, deteriorated and/or stolen
rations.

Transfer to FRC when 2 years old. Destroy when 5
years old.

3. DAILY TEMPERATURE LOGS.
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Destroy when 2 years old.

4. CASH COLLECTION VOUCHER!VCASH MEAL
PAYMENT SHEETS. Other than those used in field or
garrison mess hall operations. Includes authorized
custtiian records to include report of result of quarterly
venficntion of authorized custodian, any loss of Cash
Meal Sheets and replacement payment sheets with related
endorsements.

Transfer to FRC when 2 years old. Destroy when 5
years old.

fjSIC 1012Q

~LOTHING AND UNIFORMS RECORDS

1, CLOTHING REQUISITION AND RECEIPT
RECORDS. Files such as Requests for Issue or Turn-in,
DD 1150. (See also SSICS 1020 and 1070.15.)

2.

3.

Destroy when 2 years old.

CLOTHING RECEIPTS FOR CLOTHING ISSUES.

Retain on board. Destroy when clothing is returned.

CLOTHING STORES RETURNS. (See also SSIC
7323,1.)

a. Navv Activiti~.

Destroy when 2 years old.

b. Marine Corm Activities.

Destroy 3 years after close of fiscal year.

4. NAVAL UNIFORM SHOP RECORDS. These are
general correspondence records accumulated by the Navy
Resale and Services Support Offtce, Brooklyn, NY,
documenting administration of the Naval Uniform Shop.

Destroy when 3 years old.

~sIc 10121

NAVAL AND MARINE CORPS RESERVE CLOTHING
RECORDS

L GENERAL CORRESPONDENCE, Files and
merchandising advisory notices related to Navy an”d
Marine Corps Reserve clothing.

Destroy when 2 years old.

$3SIC10122

OFFICER CLOTHING AND UNlFORMS RECORDS

1. GENERAL CORRESPONDENCE. Files and
merchandising advisory notices related to officer clothing
and uniforms. (See also SSICS 1020 and 107O.IS.)

Destroy when 2 years old.

SSIC 1012$

9FFICER CANDIDATE CLOTlilNG AND UNIFORMS

&c ORDfj

1. GENERAL CORRESPONDENCE. Files pertaining
to officer candidate clothing and uniforms.

Destroy when 2 years old.

SSIC 10124

ORGANIZATIONAL CLOTHING RECORDS

1. GENERAL CORRESPONDENCE. Files relating to
the storage and issue of special clothing/cold weather
clothing; Bight clothing; and atomic, biological, and
chemical warfare protective clothing.

Destroy when 3 years old.

2. WEAR TEST REPORTS.

Destroy when 2 years old.

&NC 10128

RETAIL CLOTHING STORE ITEMS RECORDS

1. GENERAL CORRESPONDENCE. FHes pertaining to
uniform dkcrepancies and national stock numbers
relating to retail clothlng store items.

Retain on board. Destroy when superseded,
obsolete, or no longer needed for reference.

2. STOCK POSITION REPORTS.

Destroy when I year old.

SSIC 10130

~HIPS STORE ITEMS RECORDS

1. GENERAL CORRESPONDENCE. Files pertaining
to the overall operation of shJps stores, aftoat and ashore.
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conditioning and ventilating equipment, electric motors
and generators, engines (exclude ship and aircraft
engines), etc.). Records aIso include calibration records
and related papers. (See also SSIC 4870.)

Destroy when 3 years old.

2, DOCUMENTS RELATING TO THE OVERALL
ADMINISTRATION OF SHIPS STORES.

a. Tool Reoair History Cards. These cards fist ~“or
repairs to each tool.Retain on board. Destroy when 4 years old.

jXiIC 1014Q Retain on board. Destroy when tool is dispositioned.

EXCHANGE ITEMS RECORDS b. All Other Record$.

1. GENERAL CORRESPONDENCE. Files pertaining
to general management and administration of Navy
Exchanges. (See afso SSIC 4066.)

Destroy when 3 years old.

sSIC 10250

Destroy when 3 years old. co NVEYING AND HOISTING ECWIPMENT
RECORDS

&Ic 10150
1. REPORTS, MESSAGES, AND RELATED
CORRESPONDENCE. Files and papers concerning
conveying and hoisting equipment.

PERSONAL SERVICE EOUIPMENT RECORDS

1. MESS RECORDS. FiIes pertaining to mess
operations, ashore and afloat. (See afso SSIC 4061.) Destroy when 3 years old.

Destroy when 2 years old. SSIC 10300-10599

2. LAUNDRY RECORDS. Files pertaining to laundry
operations of Navy ships stores, ashore and afloat.

MISCELLANEOUS MATERIAL RECORI)~

j$src 10300
Destroy when 2 years old.

GENERAL MISCELLANEOUS MATERIALS
RECORDS$SIC 1017Q

TRAINING MATERIAL RECORDS MISCELLANEOUS MATERIALS INCLUDE
ABRASIVES, STEEL, METALLIC AND NON-
METALLIC MATERIALS, WOOD, LUMBER,
CONCRETE, RUBBER, LUBRICANTS, PAINTS,
ELECTRONIC COMPONENTS, MOLDS, DIES,
HARDWARE, AND PLUMBING FIXTURES. (SEE
ALSO SSIC 4110 FOR INTEGRATED MATERIAL
MANAGEMENT RECORDS AND SSIC 4840 FOR
MATERIALS RECORDS.)

1. GENERAL CORRESPONDENCE. Fifes pertaining
to management and utilization of training material.
Records cover equipment (i.e., blackboards, chalk, etc.)
not devices (i.e., syllabi, curricula, etc.). (See SSIC 1S00
for military personnel training and SSIC 12410 for
civilian personnel training.)

Destroy when 3 years old.
1. GENERAL CORRESPONDENCE. Files of the
routine internal operation and administration of a
miscellaneous materials program.

jlSIC 10200-10299

MACHINERY AND TOOLS RECORDS
Destroy when 3 years old,

~slc 102OQ
2. STRENGTH AND OTHER TEST RECORDS. Files
used in construction work by public works activities
bating continued research value.

GENERAL MACHINE RY AND TOOLS RECORDS

1. GENERAL CORRESPONDENCE, Records relate to
use, maintenance, and repair of toofs and machinery
(agricultural machinery, air compressors and pumps, air

Retain on board. Destroy when no longer needed for
administrative purposes.
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~SIC 1033Q

CHEMICALS AND GASES (EXCEPT WARFARE~
RECORDS

1. GENERAL CORRESPONDENCE, REPORTS,
INSTRUCTIONS, AND OTHER TYPES OF
MATERIAL. Files that may be generated pertaining to
gases and chemids (iicludmg helium and oxygen-retated
records). (See SSIC 3900.9 for technical report files,)

a. General Corres Dondence and Re~rts.

Retain on board. Destroy when S years old,

b. Instruct ions and Notice$.

Retain on board. Destroy when superseded or
cancelled.

SSIC 10340

FUEL RECORDS

1. FUEL REPORTS. Copies of reports relating to the
receipt, issue, inventory, replenishment, consumption,
and requirements of fuel products submitted to higher
authority. Files include fuel loading and discharge
reports.

a. Fuel Requirements Estimate Reoorts.

Destroy when 2 years old.

b. All Other ReDorts.

Destroy when I year old.

2, SLATES. Listings showing fuel inventories, storage,
consumption, requirements, and planning data for
petroleum.

3.

a. Bulk Petroleum products.

Destroy when 2 years old.

b. All Other Petroleum Produc@.

Destroy when 1 year old.

LOCAL STATISTICAL REPORTS AND OTHER
FUEL REPORTS. Reports received for informational
purposes or used as local working papers.

Retain on board. Destroy when superseded by new
report.

4. GENERAL CO~SPONDENCE. Files relating to
the storage and issue of fuels.

Destroy when 3 years old.

$IC 10342

PROPELLANTS AND OXIDIZERS RECORDS

1. PERFORMANCE TEST RECORDS. Files include
manufacturing test sheets for lots or batches of powder,
fuel oils, or other propellants accumulated by plants,
laboratories, or manufacturing facilities. Flies atso
include fueling and fuel storage equipment records. (See
SSIC 4430 for material receipt (acceptability) records,)

Retain on board. Destroy after material is
withdrawn from service.

SSIC 1035Q

LUBRICANTS RECORD!lj

Apply SSIC 10300.

~SIC 10360

PROTECTIVE AND PRESERVATION COATINt&
AND COMPOUNDS (INCLUDES PAINTS,
DOPES, AND RELATED PRODUCTS) RECORDS

Apply SSIC 10300.

jX31C1037Q

BUILDING MATERIALS RECORDS

Apply SSIC 10300.

$131C1038Q

ELECTRICAL AND ELECTRONIC COMPONENTS
RECORDS

Apply SSIC 10300.

~!l

ELECTRIC DISTRIBUTION EQUIPMENT RECORDS

Apply SS!C 10300.
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$SIC 104O(J

GENERAL MOLDS. DIES, JIGS RECORDS

L GENERAL CORRESPONDENCE AND STRENGTH
AND OTHER TEST RECORDS. Records pertain to
molds, dies, and jigs; bearings; hoses, gaskets, and
packing material; plumbing fixtures and piping; and
cordage and wire ropes.

Apply SSIC 10300.

~SIC 10460-10469

GENERAL OFFICE EOUIPMENT AND SUPPLIES
RECORDS

THE RECORDS IN THIS (10460-10469) SERIES
RELATE TO GENERAL OFFICE EQUIPMENT AND
SUPPLIES AND INCLUDE RECORDS PRODUCTION
EQUIPMENT, RECORDS HANDLING AND
UTILIZATION EQUIPMENT, RECORDS FILING,
STORAGE, AND RETRIEVAL EQUIPMENT,
RECORDS DESTRUCTION EQUIPMENT, OTHER
OFFICE PROCEDURES EQUIPMENT, OFFICE
SUPPLIES, AND OFFICE FURNITURE AND
FURNISHING.

flSIC 1046~

GENERAL OFFICE EOUIPMENT AND SUPPLIES
RECORDS

L GENERAL CORRESPONDENCE. Files pertaining to
office equipment, management, production, and
utilization records.

Destroy when 3 years old.

2. MACHINE UTILIZATION REPORTS. Reports and
other records relating to requirements and justifications
for office machines and equipment.

Destroy when 2 years old.

3. ACQUISITION OF OFFICE EQUIPMENT
RECORDS.

Retain on board. Destroy after equipment disposal.

4. SUPPLY REQU1SITION AND RECEIPT RECORDS.
Flies such as DD 1149 and requests for issue,

Destroy when 3 years old.

5. OFFICE FURNITURE AND FURNISHINGS
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REQUISITION AND INVENTORY RECORDS. Files
such as DD 1149, DD 1262, SF 344, and requests for
issue.

Destroy when 3 years old.

$IC 1047Q

SAFETY AND SURVIVAL EOUIPMENT AND
DEVICES RECORDS

L GENERAL CORRESPONDENCE. Files relating to
the storage and issue of safety and survival equipment
and devices.

Apply SSIC 10300.

SSIC 10480

SANITARY AND CLEANING EOUIPMENT RECORDS

1. GENERAL CORRESPONDENCE. Files relating to
the storage and issue of sanitary and cleaning equipment.

Apply SSIC 10300.

&lc 1049(!

MATERIALS HANDLING ECNJIPMENT RECORDS

1. GENERAL CORRESPONDENCE. Files relating to
the storage and issue of materials handling equipment.

Destroy when 2 years old.

SSIC 10500

GENERAL NAVIGATIONAL AND MOORING AIDS
RECORDS

L GENERAL CORRESPONDENCE. Files relating to
the storage and issue of navigational and mooring
instruments and aids. (See also SSIC 9400.)

Apply SSIC 10300.

2. FLAGS AND PENNANTS RECORDS.

General Co e no de c?. Files relating to the
sto~age and issue; ~g~an; pennants. (See also SSIC
9400.)

Destroy when 3 years old.

b Documents Reflecting the Develomnent. Research,
Iksim and ADDrOVdor Disam.xoval of Svmbolic hems
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fistdat’ed bv Individuals or Organisations. Files include
flags, pennants, plaques, official seals, and other heraldic
services, illustrations, designs, paintings, photographs,
technical data, specifications, correspondence, orders,
and related documents.

(1) Case files of the Commander, Naval Sea
Systems Command (COMNAVSEASYSCOI$I)
Headquarters office performing Navy-wide responsibility
for flags and pennants.

Permanent. Offer to NARA when no longer required
for on-site reference by COMNAVSEASYSCOM.

(2) All other fites of any office.

Destroy when 2 years old.

SSIC 1055O-1IJ559

ELE CTRONIC RECORDS

THE RECORDS IN THIS (10550-10559) SERIES
RELATE TO MISCELLANEOUS ELECTRONICS
RECORDS AND INCLUDE MISCELLANEOUS
ELECTRONICS RECORDS PERTAINING TO RADAR,
SONAR, LORAN AND RACON, AND
ELECTROSTATIC DISCHARGE (ESD).

SIC 10550

ELECTRONICS RECO RD$

L GENERAL CORRESPONDENCE. Files of the
electronic divisions or units of activities relating to their
responsibilities for the inspection, repair, and installation
of electronics equipment. Consists of equipment and test
data, copies of station directives, and other records
relating to electronics matters and integrated electronics
systems. (See also SSICS 3320, 9400, and 13200.)

Retain on board. Destroy when 4 years old.

2. ELECTRONIC EQUIPMENT INSTALLATION
RECORDS AND RELATED OR SIMILAR RECORDS.

Retain on board. Destroy when superseded,
equipment is transferred to other control, or after
final disposition of equipment is completed,
whichever is earlier.

3. ELECTRONICS MATERIAL AND COMPONENTS
EQUIPMENT LOG BOOKS OR EQUIPMENT
HISTORY CARDS.

destroy when equipment is expended, whichever is
earlier.

~SIC 1056Q

DIVING EQUIPMENT RECORDfj

1. GENERAL CORRESPONDENCE. Files relating to
the storage and issue of diving equipment, (See also
SSICS 9590 and 9900.)

Apply SSIC 10300.

Ssxc 1057Q

ANIMALS. DOMESTIC AND WILD. RECORDS

L GENERAL CORRESPONDENCE. Files rehtting to
routine operation and administration of domestic and
wild animal programs.

Destroy when 2 years old.

SSIC 10700-10799

AUDIOVISUAL EOUIPMENT AND ACCESSORIES
RECORDS

THE RECORDS IN THIS (10700-10799) SERIES
RELATE TO GENERAL AUDIOVISUAL EQUIPMENT
AND ACCESSORIES RECORDS AND INCLUDE
MOTION PICTURE EQUIPMENT AND
ACCESSORIES, STILL PICTURE ACQUIS1TION
EQUIPMENT AND ACCESSORIES, VIDEO
ACQUISITION EQUIPMENT, AUDIO ACQUISITION
EQUIPMENT, AND GRAPHIC ARTS EQUIPMENT
RECORDS.

$SIC 107OQ

~ENERAL AUD1OVISUAL EOUIPMENT AND
ACCESSORIES RECORDS

1. AUDIOVISUAL EQUIPMENT ALLOWANCE
AUTHORIZATION DOCUMENTS.

Retain on board. Destroy when superseded or
cancelled.

2. AUDIOVISUAL EQUIPMENT MAINTENANCE
RECORDS. Files concerning corrective and planned
maintenance.

Retain on board. Destroy when equipment is
declared obsolete.

Retain on board. Transfer with equipment or
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3. COPIES OF AUDIOVISUAL EQUIPMENT
STANDARDIZATION DOCUMENTS AND
HANDBOOKS. Files pertakdng to military/federal
procurement specifications and standards.

Retain on board. Destroy when superseded or
cancelled.

4. AUDIOVISUAL EQUIPMENT PROCUREMENT
AUTHORIZATIONS.

Destroy when 2 years old or when equipment is
included in command audiovisual equipment
allowance authorization documents, whichever is
earlier.

S. AUDIOVISUAL EQUIPMENT OPERATIONAL,
TEST, AND EVALUATION REPORTS.

Retain on board. Destroy when equipment is
declared obsolete.

6. AUDIOVISUAL EQUIPMENT LOGISTICS
RECORDS, Files concerning integrated logistic support
plans, operational logistics support plans, equipment
trabdng plans, and approvals for service use.

Retain on board. Destroy when superseded or
equipment is declared obsolete.

7. AUD1OV1SUAL EQUIPMENT TECHNICAL
MANUALS. Files include maintenance, overhaul, and
ilkstrated parts breakdown and audiovisual technical
bulletins.

Retain on board. Destroy when superseded or
equipment is declared obsolete,

8. NAVY AUD1OVISUAL EQUIPMENT INVENTORY
REPORT (OPNAV 10700-1) SUBMITIT3D TO TME
COMNAVAIRSYSCOM.

Destroy when 2 years old or when all changes,
deletions, and additions have been included on
succeeding COMNAVAIRSYSCOM audio-visual
equipment inventory listing, whichever is earlier.

9. COMNAVAIRSYSCOM AUDIOVISUAL
EQUIPMENT INVENTORY LISTING.

Retain on board, Destroy when all changes,
deletions, and additions have been included on a
superseding listing.
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CHAPTER 11

FACILITIES AND ACTIVITIES ASHORE RECORDS

11OOO-11999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO THE PLANNING AND DESIGN,
CONSTRUCTION, ACQUISITION, DEVELOPMENT,
MAINTENANCE, ADMINISTRATION, AND
DISPOSITION OF STRUCTURES AND FACILITIES
ASHORE, INCLUDING FLEET FACILITIES, HEAVY
EQUIPMENT AND TRANSPORTATION FACILITIES,
REAL ESTATE AND HOUSING, AND POWER AND
OTHER UTILITIES AND SERVICES FOR
ACTMTIES AND STRUCTURES. THESE RECORDS
ARE ACCUMULATED BY PUBLIC WORKS
ACTIVITIES AND BY OTHER ACTIVITIES AND
OFFICES RESPONSIBLE FOR OR PERFORMING
PUBLIC WORKS TYPES OR RELATED FUNCTIONS
DESCRIBED IN THIS CHAPTER.

$SIC 11000-11999

GENERAL FACILITIES AND ACTJVJTIES ASHORE
RECOR~

fislc 11OOQ

GENERAL FACILITIES AND ACTIVITIES ASHORE
flNCLUDE MARINE CORPS SOP’S) RECORDS

1. PRIMARY PROGRAM RECORDS.

a. ~~art mental F]l@. Files include correspondence
files, master shore station development and military
construction plan files with supporting papers, and other
records accumulated by the Assistant Secretary of the
Navy (Installation and Environment) (I&iE), and the
Commander, Naval Facilities Engineering Command
(COMNAVFACENGCOM) relating to their assigned
primary program responsibilities for the development,
execution, and accomplishment of plans, policies,
programs, and procedures for the planning, design,
acquisition or &vebpsnent (construction), and
maintenance management of structures and facilities
ashore, inchdng Wet facilities, plant facilities, housing,
transportation, and utilities and semices. Include also
records of tbe Chief of Naval Operations (CNO),
Commandant of the Marine Corps (CMC), and other
departmental systems commands relating to assigned
program responsibilities in this area.

(1) Navy.

Permanent. Retire to Washiion National Records

Center (WIWtC) when 4 yeara old. Transfer to
National Archives and Records Administration
(NARA) when 25 years old.

(2) Marine Corps.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 25 years old.

b. ~bore Facilitv Proms mmbm Board s. Washington,
DC. hOiZriUUFi@. General correspondence files and
other records documenting the overalf execution of plans,
policies, procedures, and the performance of essential
transactions. Include master development and
construction plans and supporting records.

Destroy when 5 years old.

c. Records of NAVFACENGCOM Field Divisions and
Other Maior Commands. Files relating to the
construction program of the command and to overall
planning aspects of civil engineering matters.

Permanent. Retire to nearest FRC when 4 years old.
Transfer to NARA when 25 years old.

2. ACTIVITIES GENERAL CORRESPONDENCE
FILES. Correspondence and related records of public
works offices and of other activities and offices
performing public works type functions.

a. Files That Document the Overall Operations of the
Activitv or Office and the Accomdishment of Its
&shmed Pubfic Works Mission.

Destroy when 5 years old.

b. General Corresrlondence Fi]e$. Records relating to
the routine internal operation and adminktration of the
ofiice.

Destroy when 2 years old.

3. STATION FACILITIES REPORTS SUBMI’ITED TO
NAVFACENGCOM OR DEPARTMENTAL OFFICES
OR OTHER HIGHER AUTHORITY. Include quarterly
station reports of aviation facilities and on-board aircraft
and personnel.

Destroy when 2 years old.

4. FACILITIES HISTORY CARDS. Contains
information refated to locations, design and maintenance
of facilities ashore.

Destroy after building or facility is reported as
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disposed of. Destroy when no tonger required for reference.

5. ADVANCE PLANNING REPORTS AND DESIGN
FILES. Preliminary schematic drawings, outline
specifications, and coat eatimatea per@dng to the scope,
general feature, utilities, and cosls of proposed military
construction or public Works projects.

d. S.vstems documentation to include descriMion of
data elements. file Iavout, code books. and orserators and
~se r manuals.

Destroy when superseded or no longer needed for
reference.

Destroy when 10 years old,
8. ALLOWANCE MATERIAL MANAGEMENT
SYSTEM. TMs data system provides information to
support Reserve Naval Construction Forces allowance
material stored at permanent drill sites and Construction
Batallion Centers (CBCS). System also provides
information on Naval Construction Force allowance
material stored in containers at CBCS and deployment
sites.

6. PRODUCTION MANAGEMENT SYSTEM
O’WC/MIS). This system, sponsored by CNO (N-44),
provides support to Naval Base Public Works Centers
production forces. The system provides reference
number assignment to management programs, work
progress analysis, shop loading data, work scheduling
information, and monitors facilities inspection programs.

a. Mast er file and historical data tams. a. Master file and historical data taoes,

Destroy after third system backup. Destroy after third system backup.

b. Inmst data tam?s and Daoer record. b. lnDut data taDes and s)aDer record.

Destroy when no longer required. Destroy when no longer required.

c. @tDut data and reoo rts-commster (COM) and

-r.

c, Outmst data and reDorts-COM and Dar)er,

Destroy when no longer required for reference.
Destroy when no longer required for refaence.

d. Svste ms documental ion to include descriMion of

data eIements. file Iavout, code books. and ODerators and
user manuals.

d. Svstems docu mentat ion to include descm“Dtiollof

data eIements. file Iavout. code books. and oDeraters and
user manua~.

Destroy when superseded or no longer needed for
reference,Destroy when superseded or no longer needed for

reference.
f131C 1101Q

7. H30 SYSTEM. A ptanning and scheduling system to
provide automated support for the production
management offices of Public Works Departments, The
system providea mpabilitiea to add, update, and delete
records; update the data base with computed task start
date, task end date, and job completion date; and print
various scheduling, planning, backlog, and management
reports. Provides a tracking system for work requests,
planning and estimating jobs, and minor work.

$lIORE STATION DEVELOPMENT RECORDS

1. FACILITIES REQUIREMENTS PLANNING
RECORDS. Files inchsde requirements analysis and
asset data contained in facility ptanning systems.

Destroy when superseded or cancelled.

2. SHORE ACTIVITY MASTER PLANS.
a. Master file and historical d~.

a. Official Activitv Master Plans. Files accumulated
at the activity level. Include master set of all plans.
Departmental Shore Station Development master plans
are retired as primary program records under SS1C
11000, paragraph la.

Destroy after third system backup.

b. Inmst data taDes and DaDerrecord.

Destroy when no longer required,
Retire to neareat FRC when 4 years old. Destroy
when 20 years old.c. 9utDut data and reoorts-CO M and Daoer.
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b. @her I%n Fil~. Destroy when no longer required for reference.

Destroy when superseded or cancelled.

3. INDEXES OR LISTINGS FOR 1DENTIFICATION.
Listings of drawings that are associated with contracts.

Destroy when contract is completed.

4. NAVOSH DEFICIENCY ABATEMENT
PROGRAIWMIS. The Occupation Safety and Health
Deficiency Abatement Program/Management Infoinnation
System (DAP/MIS) provides information on the current
status of funding NAVOSH Deficiency Abatement
Projects, as well as justifications and priorities for each
project, Each DAP/MIS prqject exhibit fully describes
the safety or health hazard, the interim control measures,
and the proposed corrective action. The relevant legal
compliance standard, cost summary, and project schedule
dates are provided. The system is sponsored by CNO
(N44) and maintained at tbe Facilities Systems Otllce
(FACSO), Port Hueneme.

a. Master file and historical data taoes.

d. & stems document ation to include description of
fiata elements. file lavout, code books. and oDerators and
user manua@

Destroy when superseded or no longer needed for
reference.

6. SHORE FACILITIES PLANNING SYSTEM. This
system was established to determine the basic facility
requirements at shore activities to insure the completion
of assigned mission. ‘he system compiles lists of essential
facilities; compares existing assets with requirements
producing a list of facility surpluses and deficiencies.
The system provides for the development of construction
projects and the entry of these projects into the military
construction requirements tist. Facility requirement
plans are produced for shore activity hosts and tenants.

a. Master file and historical data taDes.

Destroy after third system backup.
Destroy after third system backup.

b. Inmst data taDes and Das)er record.

b. [smut data taw s and Daoer recor .
Destroy when no longer required.

Destroy when no longer required.
c. !MQ ut data and reoorts-COM and r)ar)er.

c. (%@ut th!.aand reDorts-CO M and DaDer.
Destroy when no longer required for reference.

Destroy when no longer required for reference.

d, &stems documentation to include description of
data elements, file lavout. code books. and omrators and
user manuals.

Destroy when superseded or no longer needed for
reference.

5. NAVAL FACILITY ASSETS DATA BASE. A single
source of data describing facilities for use in planning,
management and inventory control. It provides a record
of financial and physical data on facilities, i.g., buildings,
structures, utilities, and land. System is maintained at
FACSO Port Hueneme.

a. Master file and hktorical data taDes.

Destroy after third system backup.

b. Intmt data taoes a d DSUen r record.

Destroy when no longer required.

c. Qutm!t data and restorts-COM and DaDer.

d. &stems documentation to include desc risXion of
data elements. file lavout. code books. and oDerators and
user manuals.

Destroy when superseded or no longer needed for
reference.

$SIC 11011

REAL ESTATE RECORDS

1. REAL ESTATE TITLE RECORDS. Case tiles
containing deeds to property, certificates of title,
documents of final adjudication by a court, site maps,
Attorney General opinions, and other instruments of
ownership, These files are maintained by the
NAVFACENGCOM Field Divisions.

Permanent. Transfer to NARA when activity has
been disestablished and property has been removed
from Department of the Navy (DON) plant account.

2. CORRESPONDENCE AND OTHER RECORDS
DOCUMENTING THE ACQUISITION OF LAND AND
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APPURTENANCES ACQUIRED WITH THE LAND.
FUes whkb consist of preliminary reports of titte; letters
of approval; declarations of taking or of condemnations;
copies of titles and deeds, easement recordq and transfer

of titk papers and transcript of proceedings. (See SSIC
5032 for street, facility, and area names poticy records.)

Destroy 10 years after completion of acquisition
transaction.

3. REAL ESTATE RECORDS NECESSARY OR
CONVENIENT FOR THE USE OF PROPERTY OR
EQUIPMENT SOLD OR TRANSFERRED TO OTHER
CUSTODY.

a. Rrawmus a
.

nd Phot~hs of ProDertiw
selected for Their Architect ral. Historical. or
Technological sign ificance, (NAVFACENGCOM or
EFD’s contact NARA in advance of transfer to arfange
selection of records for permanent retention).

Permanent. Offer to NARA when property is
transferred. (Duplicate copies will be provided, if
needed, to new custodian.)

b. Other Files such as maintenance history. records
of minor modifications, etc.

Transfer to new custodian.

4. PLOT PLANS, SITE MAPS AND SURVEYS, AND
OTHER DRAWINGS OF NAVY REAL ESTATE WHEN
PROPERTY IS NOT SOLD OR TRANSFERRED TO
OTHER CUSTODY. Tbeze are prepared and
accumulated by COMNAVFACENGCOM, Headquarters
Marine Corps (HQMC), overseas and area public worka
ofticez, and other activities responsible for the acquisition
or administration of real estate.

a. Qne Ccmv of Each Pubtished Mam

Permanent. Retire to nearest FRC in 4-year blocks
when neweat records are 10 years old. Transfer to
NARA when records are 20 years old.

b. ~ emaininfl Ite~.

Destroy when no Jonger needed.

S, REAL ESTATE PLANNING FILES. Papers retating
to the preliminary plans for real estate acquisition such
as copie9 of preliminary appraisal reports, activities’
recommendations, or justification regarding acquisitions,
pertinent engineering and cost data, and other
background or plaming data esaentiaUy summarized or
documented in permanent real estate acquisition files.

Destroy when acquisition transaction is completed.

6. INDEX CARD RECORDS OF NAVAL REAL
ESTATE. Files reflecting such information as locations,
parcel numbers, acreages, or brief description of
property.

Permanent. Retire to nearest FRC when no longer
needed. Transfer to NARA when 20 years old.

7. PROJECT REFERENCE OR WORKING FILES.
Copies of plot plans, appraisal assignments, engineering
and other reports and data, contracts, and other working
or information papers accumulated for convenience or
reference while project is in progress.

Destroy 1 year after project is completed.

8. FACILITIES MANAGEMENT - CLASS 1 AND 2
REAL PROPERTY TRACKING SYSTEMS, These
systems are maintained, generally on microcomputers, by
Public Works Centers at nu@r naval activities. These
systems keep a current log of aU class 1 and 2 real
property at the base, identities all tenants occupying the
property, and maintains a log of atl proposed
construction of real property. Reports generated by
these systems include lists by property record number, by
tenant, by facility, by category code, and by maintemmce
code.

a. Discs or other tile maintenance media.

Destroy when no longer required.

b. Immt data.

Destroy when no longer required.

c. (%trmt data and renorts.

Destroy when no longer required for reference.

d. jlystems documentation to include des criDtion of

data eIements. file lavout, code books. and ogerat ors ana
yser manuals.

Destroy when superseded or no longer needed for
reference. Transfer to NARA when newest records
are 20 years old.

Sslc 11012

SHORE STATION DESIGN CRITERIA RECORDS

1. THOSE RECORDS WHICH PERTAIN TO THE
DESIGN PROCESS GENERALLY CONSISTING OF
PRELIMINARY AND PRESENTATION DRAWINGS,
MANUALS, AND COMPUTATION BOOKS. The
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drawings and sketches are conceptual in nature, usually
showing the basic design of the structure, and include
such items as the basic design of the structure,
arrangement of rooms, general appearance of elevations,
floor plans, and other details under consideration.

a. ~awinm and s-. Original and microform
drawings and sketches including preliminary,
presentations and submhtata.

Destroy when structure is completed@ is built or
“record” drawings are prepared.

b. Assbmment Lox of the serial numbers assigned to
design drawings or microform copies thereof.

Permanent. Transfer to NARA in 5-year blocks for
all records greater than 5 years oid.

c. !hec ial Studv Data. FI1esinclude engineering
investigation reporta and preliminary design studies.

Destroy when 3 years old or when obsolete,
whichever is earlier.

d. Desian Commstations. Essential design data
contained in computation books, folders, or the microfilm
negatives thereof.

Transfer to new owner if structure is sotd or
transferred. Destroy if structure is demolished.

e. Desian Manuals/Handbooks. NAVFACENGCOM
manuats or handbooks that specify design criteria,
specifications, safety factors, and mandatory features that
are to be included in the design of types of structures.

(1) Master silver microfilm.

Permanent. Transfer to NARA in 5-year blocks
when the most recent manual is 30 years old.

(2) Dupticate silver microform copy maintained
at NAVFACENGCOM Headquarters.

Destroy when no longer required.

(3) Printed copies of design manuals.

Destroy when cancelled or superseded.

2, ADVANCE PLANNING REPORT. Preliminary
schematic drawings, outline specifications, and cost
estimates pertaining to the scope, general features,
utilities, and cost of proposed military construction or
public works projects.

Destroy when 10 years old.

3. DEVELOPMENT PLANNING FILES.

a. General Development Plans for Mai or Naval
Activiti~. These uauatty form Part HI, Section 2, of the
Mititary Construction Review Report or the Master
Shore Station Development Plan Reports.

Destroy when superseded or canceUed.

b. General (Annual) Ptrma. Copies of recommended
or approved drawings or plans for future development or
improvements to existing Navy and Marine Corps
facilities.

Destroy when superseded or cancelied.

c. Related Case Files,

Destroy when superseded.

4. TECHNICAL DATA REFERENCE FILES.
Catalogs, charts, copies of technical reports and data,
and other background papers or master microfitm
negatives thereof used in developing plans and
specifications.

Destroy when superseded or when data becomes
obsolete.

S. FACILITIES SUMMARIES FOR OVERSEAS
BASES OR MASTER MICROFILM NEGATIVES
THEREOF.

a. one Record CoDv Retained as Part of the Primary
ProszransRecords.

Permanent. Transfer to NARA within 5-years after
completion of project.

b. All Other CoDies.

Retain for tifetime of facility.

6. DESIGN COST ESTIMATORS PROJECT (CASE)
FILES. Detailed breakdown computations and data for
facilities construction and design projects. May include
basic calculations and summary labor and material cost
data, detail construction material breakdowns, internal
memoranda, blueprints, and other similar data and
correspondence pertinent to project cost determinations.

Destroy 5 years after completion of project.

7. DESIGN MANAGEMENT INFORMATION
SYSTEM. Information in this system is used to plan the
engineering and design investment, to organize the in-
house architect/engineer contract force, to manage
stafting, and to control and direct the execution of the
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total design process. The system is maintained at
FACSO Port Hueneme and supports NAVFACENGCOM
Headquarters and Field Divisions.

a. Master file and historical data ~.

Destroy after third system backup.

b. Ismut w tams a d Daoen r record.

Destroy when no longer required.

c. !@tDut data and rem rts-COM and Daoer,

Destroy when no longer required for reference.

d. Systems docu mentation to include desc riMion of
$tnta elements. file Iavout, code books. and omxators and
user manuals.

Destroy when superseded or no longer needed for
reference.

SSICllol~

flHORE STATION CONSTRUCTION RECORDS

1. CONSTRUCTION DRAWfNG. These include
intermediate and prefinal drawings, final working
drawings, as-built drawings, “records” drawings, shop
drawings, repair and alteration drawings, standards
drawings, and specifications.

a. Drawinua fibned on 105 nun or 35 mm silver film.

(1) Silver film copy maintained at
NAVFACENGCOM Record Drawing Fihn File, Port
Hueneme, CA.

Vital record copy, destroy only when directed by
COMNAVFACENGCOM.

(2) Silver fifm copy maintained by the
NAVFACENGCOM Field Division for the geographical
area in whtch the structure is focated.

Permanent. Transfer to NARA when structure is
sold, transferred or demolished.

(3) Other copies of microfilm used for reference.

Destroy when no kmger required.

(4) Original “record” drawings (as-built
drawings, if “record” drawing was not prepared) selected
for architectural, historical, or technological significance.
Selection criteria to be established by NARA in
conjunction with NAVFACENGCOM Headquarters Field

Divisions.

Permanent. Transfer to NARA when structure is
sold, transferred, & demofisbed, or when 20 years
old, whichever is earlier.

(5) Original “record” drawings and as-built
drawings not included in SSIC 11013, paragraph la(4)

Transfer to new owner if structure is sold or
transferred or destroy when 30 years old, if still in
Navy custody.

(6) Intermediate and prefinal drawings, final
wwrking drawings, shop drawings, repair and alteration
drawings, standard drawings and specifications.

Destroy when microfilm has been verified.

b. Original drawimzs that have not been filmed.

(1) Original “record” drawings (as-built
drawings, if “record” drawing was not prepsred) selected
for architectural, tdstorical, or technological significance.
Selection criteria to be established by NARA in
conjunction with NAVFACENGCOM Headquarters and
Field Divisions.

Permanent. Transfer to NARA when structure is
sold, transferred, or demolished or when 40 years old
whichever is earlier.

(2) Intermediate and prefmal drawings, final
working drawings, shop drawings, repair and alteration
drawings, standard drawings and specifications.

Destroy when structure is sold, transferred, or
demolished or when 40 years old, whichever is
earlier.

c. Assimrnent low of the serial numbers tsssiened to
NAVFACENGCOM and Fteld Division Drawiniz$,

(1) Microform copies.

Permanent. Transfer to NARA in 5-year blocks for
all records greater than 5 years old.

(2) Indexes to drawings that are maintained in a
data base.

Permanent. Transfer complete printout to NARA
annually.

d. Bhsesxints or other cooies that du dicate orirzinal
jfrawinmt drawhws not used in construct ion or
alteration. drawinm used to negotiate contracts. drnwin~s
used to assign floor soace.
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Destroy when superseded or purpose is served. 8. ALL PHOTOGRAPHS AND NEGATIVES IN THE
POSSESSION OF OFFICERS IN CHARGE OF
CONSTRUCTION AND RESIDENT OFFICERS IN
CHARGE OF CONSTRUCTION. Closed construction
contracts for which a final decision of the contracting
officer on a dispute has been received, construction
contracts in which a final release reservin g a claiun has

2, CONSTRUCTION DRAWINGS WHICH ARE NOT
COVERED IN SSIC 11013, paragraph 1.

Destroy when purpose is served.

3. FIELD SURVEY, TEST, AND EXPLORATION
DOCUMENTS. Field survey notes or reports and other
summary records of exploration data including pile
driving data, soil density data, summary concrete and
other material test and strength evaluation records, md
other exploration data having continuing scientific or
technical research value.

been received, or construction contracts for which a
decision of the Armed Services Board of Contract
Appeaki has been received.

a. On~ rhnd
Nemtive of Each Construction Prin[.

Retire to nearest FRC when S years old. Destroy
when structure is sold, transferred, or demolished. (1) Ot%cers in charge of construction.

4. CIVIL WORKS AND CONSTRUCTION STATUS
REPORTS. Copies of reports and related papers
pertaining to status of construction work projects.

Forward to COMNAVFACENGCOM when 2 years
old.

(2) COMNAVFACENGCOM.

Destroy 1 year after termination of contract.
(a) Routine construction prints.

5. LABOR STANDARD INSPECTION REPORTS AND
COPIES OF CONTRACTORS WEEKLY PAYROLL
AFFIDAVITS.

Destroy 6 years after final decision.

(b) Prints determined to be of continuing
value.Destroy 3 years after completion of contract unless

contract is under enforcement action.
Destroy when no longer needed for reference.

6. CIVIL WORKS AND CONSTRUCTION
CONTRACT RECORDS. Files include correspondence
relating to the administration of the contracts.

(c) Prints returned to OICC.

Destroy when no longer needed for reference.
a. wing Contract or Order Files.

b. All Other PbotoxraDhs and Prints.
Apply appropriate sub item under SSIC 4200.

Destroy when 2 years old.
b. All Other Filq.

9. CONSTRUCTION (COST REIMBURSEM13NT-
TYPE) CONTRACT RECORDS.Destroy when 2 years old.

7. INSPECTION REPORTS. Apply appropriate sub-item of SSIC 4200.

10. FACILITIES PLANNING MODEL. This system
enables automated computation of facilities requirements.
The modeI is an interactive process through which
planners enter data on base loading. The system
compares facility requirements with asset records in the
Naval Facilities Assets Data Base to determine surpluses
and deficiencies, and to price out costs of rehabilitation,
additional new construction and facilities maintenance.

a. &@erial lnsoection CODi~.

(1) Routine interual administration files.

Destroy when 2 years old.

(2) All other files,

Destroy when 3 years old.
a. Master file and historical data taDes.

b. ~oDies suDuort imz Contract Fil~.
Destroy after third system backup.

Apply appropriate sub item of SSIC 4200.
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b. Immt da taues a d IIagen r recorrj.

Destroy when no longer required.

c. a and reuo rts-COM and oaoer.

Destroy when no longer required for reference.

d. flvstems docu mentation to include descrbtion of

data eIements. file fay out, code boo ks. and ouerators and
yser manuaIs.

Destroy when superseded or no longer needed for
reference.

11. CONTINGENCY RESOURCES DATA BASE
(CRDB). This system is used by NAVFACENGCOM
Headquarters to prepare port, airfield, and construction
capability reports for use by the Fleet Commanders in
Chief, CNO, and the Joint Chiefs of Staff. System
interfaces with the Joint Operation Pfanning System Port
File, Fleet Intelligence Center Port Files, and the Defense
Mapping Agency Automated Air Facilities Information
File. System is maintained at FASCO Port Hueneme.

a. Maste r file and hktorical data taoes.

Destroy after third system backup.

b. InDut data tams a d~n er record.

Destroy when no longer required.

c. Qutout data and reDorts-COM and r)aDer.

Destroy when no longer required for reference.

d. &stems documentation to include descriMion of
data elements. file tavout. code books. and ooerators and
user manuafs.

Destroy when superseded or no longer needed for
reference.

SSIC 11014

~HORE STATION MAINTENANCE RECO RDS

1. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES RELATING TO SHORE
STATION MAINTENANCE PROGRAMS. Files include
engineering survey reports and related data papers.

Destroy when 2 years old.

2. LOCAL CONTROL OF PROGRESS RECORDS
RELATING TO SHORE STATIONS MAINTENANCE
WORK. Local equipment operation and installation logs
and other similar records.

Destroy when 1 year old.

3. EQUIPMENT UPKEEP AND PREVENTIVE
MAINTENANCE LOGS AND RECORDS.

a. Dailv or Weeklv Records.

Destroy when 1 year old.

b. Detail Working Pa Ders or Check Lists.

Destroy when 1 year old.

c. All Other Records.

Destroy 3 months after work performed or
requisition cancelled.

4. OTHER MAINTENANCE, UPKEEP, AND REPAIR
RECORDS.

Destroy when 1 year old.

S. PREVENTIVE MAINTENANCE WORKSHEETS.

Destroy when superseded or purpose is served.

6. STAFF CIVIL ENGINEER WORK REQUEST
TRACKING SYSTEM. Thii system or similar systems
are maintained by Public Works Departments/Centers or
Ofllces of the Staff Civil Engineer usually on
microcomputers. System tracks work requests from start
to completion. Generates reports of completed work
requests, uncompleted work requests, and work requests
behind schedule.

a. Discs or other tile maintenance media.

Destroy when no longer required.

b. hmut data .

Destroy when no longer required.

c. !3Utlnlt data and reoorts.

Destroy when no longer required for reference.

d. &&e ms documentation to include descrit)tion of

data eIements, file Iavout. code books. and ogerators and
user man uals.

Destroy when superseded or no longer needed for
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reference.

7. NAVY-WIDE ANNUAL INSPECTION SUMMARY.
This system processes maintenance rleticiences noted on
inspections of Navy shore activities. Periodic reports for
each command are forwarded to major claimants for
submission to CNO (N44). System is maintained at
FACSCO Port Hueneme.

a. Maste r tile and h@orical data tams.

Destroy after third system backup.

b. hmut @a aoea a d Danert n record.

Destroy when no Ionger required.

c. -t data and reoorts-CO M and DaDer.

Destroy when no longer required for reference,

d. svstems docu mentation to include description of
elements, file Iavout, code books, and ODerators and

Wer manua~.

Destroy when superseded or no longer needed for
reference.

Sslc 1101$

AGRICULTURE. FISH. AND WILDLIFE RECORDS

1. SOIL AND WATER CONSERVATION RECORDS.
FIlea include erosion control, grounds maintenance,
landscaping, conservation plans for new construction,
bmd management, outleaping, and soil density reports.

Destroy when 10 years old.

2. FORESTRY MANAGEMENT. FIIes include overall
management pkans and annual increments pertaining to
forestry management.

Destroy when plan is superseded or when 10 years
old, wldchever is sooner.

3. FISH AND WILDLIFE RECORDS. Files containing
management plans and annual increments.

Destroy when 10 years old.

4. GENERAL CORRESPONDENCE FILES.
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b. Qther Corresm ndence Files Relating to t ~h
Overall Mana Qement of Aswiculture. F@ and WWUif9.

Destroy when 5 years old.

$SIC 11016

PLANT PROPERTY RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
include reports md other papers relating to the
maintenance of machinery and equipment and other
plant property.

Destroy when 3 years old.

2. PLANT PROPERTY ACCOUNTING CARD AND
LEDGER RECORDS.

a. Plant Account Cards and Ledizer$.

Destroy 3 years after item is withdrawn from plant
account.

b. All Other Plant Accou ntinR Fil~o

Destroy when no longer needed.

3. PLANT PROPERTY MANAGEMEIW
SYSTEMS)GOVERNMENT FURNISHED EQUIPMENT
SYSTEMS. These systems, usually on micro computers,
are maintained at most Navy and Marine Corps
activities. Systems maintain an inventory of plant
property on sub-custody within the command and/or
government owned equipment on loan or furnished to
contractors. Systems allow for the inventory to be
updated and a variety of inventory reports are produced.

a. Discs or other tile maintenance media.

Destroy when no longer required.

b. InDut data.

Destroy when no longer required.

c. outmt data and reDorts.

Destroy when no longer required for reference.

d. $vst ems document ation to include description ~f

data eIements. file Iavout, code books, and ot)eraters and
yser manua Is.

a. Files Relatina to Routine Internal Ot)eration and
Administration.

Destroy when 2 years old.
4.

Destroy when superseded or no longer needed for
reference.

MINOR PROPERTY MANAGEMENT SYSTEMS.
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b. $Decial Studv Data and Other Documents.Automated systems, with a variety of similar names and
generally maintained on micro-computers, that provide
information pertaining to minor property within a Navy
or Marine Corps activity. Information includes National
Stock Number, item name, sub-custodkn, responsible
division, minor property tag number, and other similar
type data.

Destroy when obsolete or 3 years old, whichever is
later.

SSIC 1108Q

NUCLEAR. BIOLOGICAL. AND CHEMICAL
DEFENSE RECORDSa. Discs or other file maintenance media.

Destroy when no longer required. 1. THOSE FILES THAT SERVE AS A GUIDE FOR
DISASTER PREPAREDNESS AND DOCUMENT
NUCLEAR, BIOLOGICAL, AND CHEMICAL
DEFENSE PLANS AND PROCEDURES
ACCUMULATED BY COMNAVFACENGCOM.

b. hmut data.

Destroy when no longer required.

c. @tout data Wd reDorts. Permanent, Retire to WNRC when superseded.
Transfer to NARA when 20 years old.

Destroy when no longer required for reference.

$LSIC1109Qd. Svstems docu mentation to include description of

&MaeIements. file Iavout . code books. and ooerators and
user manuals. DAMAGE CONTROL RECORDS

Destroy when superseded or no longer needed for
reference.

1. RECORDS INVOLVING FIRE DETECTION,
PREVENTION, AND CONTROL WHICH RELATE TO
FLOODING AND DAMAGE DETECTION,
PREVENTION, AND CONTROL.SSIC 11017

GROUNDS OR UNPAVED AREAS (LAND) RECORDS Destroy when 2 years old.

SSIC 11100-111991. FILES INCLUDE SCHEDULING OF MILITARY
USE AND PROCEDURES FOR SCHEDULING PUBLIC
USE OF FACILITIES. STRUCTURES AND FACILITIES RECORDS

Destroy when no longer needed. jlXc 11100

jlsrc 1101Q GENERAL STRUCTURES AND FACILITIE$
RECORDS GENERAL

TESTING AREAS AND FACILITIES RECORDS
1. NAVY INSTALLATION RESTORATION (IR)
PROGRAM RECORDS.1, REPORTS AND CERTIFICATIONS ON STATIC,

LOAD, AND DYNAMIC TESTS OF ELEVATORS,
PAVEMENT, BOILERS, AND WEIGHT HANDLING
TRACKAGE FACILITIES.

a. Primarv Promam Recordq. Correspondence,
reports, and studies relating to the establishment,
development, and accomplishments of the IR Program.
Files are accumulated by NAVFACENGCOM
Headquarters and Naval Energy and Environmental
Support Activity (NEESA) only.

Destroy when 10 years old.

SSIC 11019

$HORE STATION SPECIAL PROJECT S RECORDS Permanent. Retire to nearest FRC in 5-year blocks.
Transfer to NARA when 20 years old.

1. REQUIREMENTS ANALYSIS AND ASSET DATA.
b. ~ eneral Correspondence Fil~. Records relilting

to the routine administration of the programs.a. Records Contained in a Facilitv Planning Svstem.

Destroy when superseded or no longer needed for
reference.

Destroy when 5 years old.
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c. II/ Promem Reoo rts. Includes Preliminary
Aswsment Site Investigation (PASI) studies, Quality
Control/Qua)it y Assurance Reports, Confirmation
Studies, Chemical Analyses, and Remedial Action
Reports.

(1) Maintained by NEESA.

Destroy when 20 years old.

(2) Maintained at inspected activity.

Destroy upon completion of rerndal corrective
action.

d. Publications. Handbooks, guides, instruction
pamphlets, and report format instructions supporting the
IR Program.

Destroy when cancelled or superseded.

2. DRAWINGS OR PLANS. Records include
blueprints, etc., of structures (buildings) copies of
drawings or plans for each building or other structure at
a naval activity or other installation including plans for
layout, machinery, and electrical wiring. Records
accumulated by naval activities and Public Works
Centers only.

D@roy when structure is transferred or demolished.

3. STRUCTURE OR FACILITY (HISTORY)
RECORDS. Master file (one copy only) cards or other
similar records that document the physical features,
placement, and nature of government structures.
Records are accumulated by naval activities only.

Permanent. Retain on board until activity is
disestablished, then transfer to NARA.

4. FACILITIES REFERENCE FILES. Information
copies of publications, photographs, charts, engineering
drawings and data, brochures, plans, and other
documents relating to availabte facilities and structures
used as a ready reference file in connection with facilities
planning, management control, or other similar purpose.

Destroy when superseded by later information or
facility is disestablished.

5. NAVY POLLUTION CONTROL PROJECTS
REPORTING SYSTEM. Source documents for the
system are proposed projects for pollution abatement
funding submitted to NEESA by activities, subn@or or
major ckaimants. A Pollution Control Report is
published twice a year by NEESA. Special reports are
furnished on request.

a. Master file and historical ~ .

Destroy after third system backup.

b, Inmrt data tarws and naDer record.

Destroy when no longer required.

c. Outr)ut data and reDorts-COM and ~aIrer.

Destroy when no longer required for reference.

d. systems documentation to include desc riDtion of

data eIements. file Iavout. code books. and one raters and
user manuals.

Destroy when superseded or no longer needed for
reference.

6. NAVY AIR POLLUTION SOURCE INFORMATION
SYSTEM (NAPIS). Data on stationary air pollution
sources is collected by the NEESA and incorporated into
a computerised emission inventory system. Information
on abatement, monitoring equipment, and emissions is
accessible. FIk is updated monthly. A complete master
file report and a summary report are produced annually.
Provides users with data on the locations, magnitude,
frequency, duration, h?gal limit, and relative contribution
of air emission sources at all Navy and Mariie Corps
activities. Provides information for quantifying emissions
for an activity using mass emission factors, for predicting
ambient air quality, for the designlmodMrcation and
evaluation of air pollution abatement facilities, for
comparing emission data for similar sources, for
determining pollutant concentrations and dispersion by
short stuck modeling, for quantifying types and amounts
of fuel consumed, and for developing and updating air
episode plans. System supports the NEESA and the
NAVFACENGCOM Field Divisions.

a. Maste r tile and historical data _ .

Destroy after third system backup.

b. Inmrt data taDes and DaDer recortj.

Destroy when no longer required.

Destroy when no longer required for reference.

d. & stems documentation to include desc ritXion of
data elements. file layout. code books. and or)erators and
jrser manual&

Destroy when superseded or no longer needed for
reference.
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7, CATEGORY CODE DIRECTORY. An automated
data base containing the Department of the Navy Facitity
Category Codes, category code nomenclature, and units
of measure used for identifying, ctasaifying, and
quantifying fadity requirements and assets. The system
is maintained by FASCO Port Hueneme and supports
NAVFACENGCOM Headquarters, NAVFACENGCOM
Field IWsiona, and alt m@r claimants and resource
sponsora.

a. Maste r file and historical data - .

Destroy after third system backup.

b. ]nDut ~ rrr.

Destroy when no longer required.

co Ot@ut data and reuorts-CO M and Dam-r.

Destroy when no longer required for reference.

d. Svstems documentation to include descriMion of
data elements. file lavout, code books. and oDerators and
user manuah,

Destroy when superseded or no longer needed for
reference.

8. BASE LOADING SYSTEM. Extracts and tabutates
current and projected persomel strength information to
be used as tbe basis for the family and unaccompanied
personnel housing survey systems and the shore facititiea
planning system. Generates reports required by the
Off~ce of the Secretary of Defense (OSD) to support the
Navy’s annual Family Housing, Unaccompanied
Personnel Housing, and other Military Construc-
tion (MCON) programs before Congress.

a. Maste r fite and historical data taDes.

Destroy after third system backup,

h. Innut ~ taDes a d DaWn r recor&

Destroy when no longer required.

c. outDut data and reDorts-C OM and Dager.

Destroy when no longer required for reference.

d. titm docu mentation to include description of

data eIements. file Iavout. code booka, and om?rators and

use r manua~ .

Destroy when superseded or no longer needed for
reference.

9. DEFENSE ENVIRONMENTAL STATUS REPORT
(DESR) SYSTEM. A data base containing a tide variety
of environmental information including the provisions of
federal, state, and local laws. System is maintained by
tbe NEESA and supports NAVFACENGCOM and the
EFDs. Data is stored at FACSO and NEESA.

a. Master file and historical data taDe$.

Destroy after third system backup,

b. hmut data taoes and Daner record.

Destroy when no longer required.

c. Outo ut data and reDorts-COM and DaDer.

Destroy when no longer required for reference.

d, ~vstems documental ion to include descriMion of
data elements, file Iavout, code books. and oDerators and
user manuals.

Destroy when superseded or no longer needed for
reference.

jwc 11101

FAMILY HOUSING RECORDS

1. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES CONCERNED WITH THE
PERFORMANCE OF HOUSING MANAGEMENT
FUNCTIONS. Files include the maintenance and
administration of housing prw”ects and related matters.
(Exclude records relating to the acquisition, construction,
or disposition of housing facilities and records
documenting general housing poticiea or precedent setting
decisions.)

Retire to nearest FRC when 3 years old. Destroy
when 10 years old.

2. FACILITY FILES. A facility history record must be
maintained for each facitity identified on the Family
Housing Property Account. For mukidwelling buildings
each family housing unit must have a separate facility
history record.

a. Occur)ant Information. A record of occupancy
will be kept for each set of quarters. Information on
each permanent occupancy record witl include tbe
occupant’s name, pay grade, date assigned, date vacated,
and any remarks necessary for future reference.

Destroy when no longer required.

b. @ her OccuDancv Information.
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information relating to the permanent occupancy history
record, other information pertaisdng to the occupancy of
Government quarters. This information wifl include
copies of the forms for Basic Allowance Quarters (BAQ)
termination or reinstatement, notice of intent to vacate,
supporting documentation for any actions affecting that
particular occupant, such as mandatory assignment or
eviction, and alf individual correspondence between the
occupant and the housing organization.

Destroy 3 fiscal years following close of fiscal year in
which lease terminates, lapses, or cancellation occurs.

3. RECORDS DOCUMENTING THE MAINTENANCE
AND REPAIR AND IMPROVEMENTS OF
GOVERNMENT CONTROLLED HOU!XNG UNfTS.
Files consist of individual unit record cards, summary
records of alterations, improvements, extensions, and
major repairs to quarters.

Destroy 3 fiscal years after close of fiscal year in
which unit is closed to tenancy or removed from
naval cognizance.

4. WORK ORDERS, REQUISITIONS, AND RELATED
PAPERS INVOLVING MINOR REPAIR AND
MAINTENANCE WORK.

Destroy 3 fiscal years following close of fiscal year in
which work is done.

Destroy when 21 years old.

b. Qther Record$.

(1) Marine Corps activity log books of
applicants.

Destroy when 2 years old.

(2) Aff other records.

Destroy when superseded or no longer needed for
control purposes.

8. REPORTS RELATING TO HOUSING
MANAGEMENT. Files include data concerning units,
public quarters, rental housing, trailers and trailer sites,
and copies of reports submitted to higher authority.

Destroy when 2 years old.

9. FAMILY HOUSING SURVEY. A Navy-wide system
supporting shore activities. System provides statistical
data on family size, composition, adequacy of current
housing, and preference. System summarizes gross assets
and housing requirements and projects future utilization
and planning for each activity. System maintained at
FACSO Port Hueneme.

a. Master file and historical data _ .

5. COLLECTION OF RENTS AND CHARGES. Destroy after third system backup.
Tenant ledger account cards or other similar records
containing summaries of occupancy and rental data for b. InDut data taDes and Daper recortj.
each tenant.

Destroy when no longer required.
Destroy 3 fiscal years following close of fiscal year in
which lease terminates, lapses or cancellation occurs. c. OutDut data and reDorts-COM and DaDer,

6. FURNISHING AND EQUIPMENT INVENTORY Destroy when no longer required for reference.
FILES. Maintain a current inventory of family housing
furniture and equipment to include all items in quarters, d. Svstems documentation to include description of
in storage, or being repaired. The inventory should flata elements. file layout. code books. and oDerators and
reflect current location by building and unit number. yser manuats.
Equipment should be identified by year, manufacturer,
size, model number and serial number in order to Destroy when superseded or no longer needed for
preserve the accuracy of the total inventory. reference.

Destroy 3 fiscal years after close of fiscal year in 10. HOUSING INVENTORY UTILIZATION AN1)
which inventory is superseded. OCCUPANCY SYSTEM. System provides statistics on

the utilization and occupancy of mifitary family housing
7. LOCAL HOUSING CONTROL RECORDS. Card, assigned to naval activities including the number and
log, or other records of applicants or of housing rank of personnel supported. Identifies downtime,
(occupancy) assignments; waiting tists; and other similar turnover rates, and occupancy rates to assist in
local control records. identifying deficiencies. System is sponsored by CNO

(N44), maintained by FACSO Port Hueneme, and
a. Waiting Lists and Amlicant Data Cardq. supports NAVFACENGCOM Headquarters and Field

Divisions.
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a. Maste r file and historical data taws.

Destroy after third system backup.

b. Innut d@L@w$ a d Daoen r record.

Destroy tien no kmger required.

c. and reoorts-C OM and Dam r.

Destroy when no longer required for reference.

d. St’stems doc umentation to include descriMion of
elements. file lavout. code books. a d oDe aton r rs and

Wer manua&

Destroy when superseded or no longer needed for
reference.

11. HOUSING DATA SYSTEM (PWCIMM). ~ls
system aasists family housing managers and other housing
department personnel in providing personnel support to
applicants and occupants and in managing family housing
assets at naval activities. The system supports “
assignment, referral, fund control, maintenance
planning, and furnishings control functions.

a. Master file and historical data taDes.

Destroy after third system backup.

b. Immt @@ tams a d Dn awr rec oral.

Destroy when no longer required.

c. nd reDorts-CO M and mmer.

Destroy when no longer required for reference.

d. & stems documentation to include description of
data elements. file favout, code books, and oDerators and
user manuakj.

Destroy when superseded or no longer needed for
reference,

12. FAMILY HOUSING. A family Housing
Management System usually maintained on a
microcomputer by individual shore activities supporting
family housing units. System consists of five submodules:
referral module, waiting list module, occu panty modufe,
maintenance module, and incident/complaint modufe.
System produces a variety of reports from each module.

a. Maste r file and historical data taues.

Destroy after third system backup.

b. hmut data tam and Damr recor~.

Destroy when no longer required.

c, Outrwt data and reoorts-COM and Dao~r.

Destroy when no longer required for reference,

d. svste MS documental ion to include desc riMion of
~ta elements. file layout. code books. and oDerators and
gser manua~.

Destroy when superseded or no Ionger needed for
reference,

$IC 11102

TRAINING STRUCTURES AND FACILITIES
RECORDS

1. INDIVIDUAL DEVELOPMENT FILES. Records
consist of studies, reports, and correspondence relating to
requirements, allowance fists, and specification
modifications for new training facilities. Records are
maintained by activities and facility sponsors.

Destroy when 2 years old.

Sslc lllo~

QTHER HOUS ING RECORDS

1, UNACCOMPANIED PERSONNEL HOUSING
SURVEY. System processes statistical data on the
projected number of single personnel by rank or rate and
transient status. Helps determine the adequacy of
existing assets. Data is used to justify prqects for new
construction or modernization of unaccompanied
personnel housing and support facilities, System is
maintained at FACSO Port Hueneme and supports
NAVFACENGCOM Headquarters, the
NAVFACENGCOM Field Divisions, and individual shore
activities.

a. Master file and historical data tat)es.

Destroy after third system backup.

b. humt data taoes and r)ar)er record.

Destroy when no longer required.

c. OutDut data and reDorts-COM and DaDer,

Destroy when no longer required for reference.

d. $’ stems documentation to include descritXion of
data elements, file tavout. code books. and oDerators and
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User manuals.

Destroy when superseded or no longer needed for
reference.

$jSlc 11104

coMm lTY FACILITIES RECOR~

1. EXPENDITURE, SURVEY, COLLECTION, AND
OTHER STATISTICAL NARRATIVE DATA
REPORTS.

Destroy when 2 years old.

SSIC 111(I7

RESALE ACTIVITIES RECORDS

1. RESALE CASE FILES. F&s involving secondhand
or retail activities such as thrift shops.

Destroy 3 years following close of fiscal year which
lease terminates, lapses, or cancellation occurs or
litigation is concluded, whichever is later.

SSIC 11110-11119

RECORDS IN THIS (11110-11119) SERIES PERTAIN
ONLY TO MEDICAL AND DENTAL STRUCTURES
AND FACILITIES ASHORE RECORDS AND “
INCLUDE MEDICAL CENTER, HOSPITAL,
MEDICAL CLINIC, OTHER MEDICAL
FACILITY/ACTIVITY, DENTAL CENTER, DENTAL
CLINIC, AND OTHER DENTAL FACILITY/ACTIVITY
RECORDS. RECORDS CONTAINED IN THIS SERIES
ARE NOT TO BE CONFUSED WITH MEDICINE AND
DENTISTRY RECORDS COVERED IN THE 6000-6999
SERIES (CHAPTER 6).

SSIC 11110

MEDICAL AND DENTAL STRUCTURE S AND
FACILITIES RECO RDS

1. MASTER PROJECT RECORDS. Files documenting
the overall planning, programming, construction,
maintenance, and management of Navy medical
department facilities ashore. Files maintained by Chief,
Bureau of Medicine and Surgery (BUMED) only.

Retire to WNRC when 4 years old. Destroy when 25
years old.

2. COMMAND ACTIVITIES RECORDS. Files
documenting the construction, maintenance and ,
management of Navy medical and dental facilities.
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Records are maintained by medical and dental facilities.

Retire to nearest FRC 4 years after completion of
construction. Destroy when 10 years old.

3. MEDICAIJDENTAL ACTIVITY SPACE PROGRAM
AND SPECIAL PROJECT SYSTEM. This system
identifies space, equipment, construction standards, and
design spxification items required for various types of
medical/dental facilities. In addition, allowance list of
equipment and supplies are maintained for planned and
existing facilities. System supports BUMED and is
maintained at NIH.

a. Automated records including taoes , file IavOut$
and svstems documentation.

Destroy when updated or superseded, whichever is
earlier.

b. Hard conv outr)ut mints - maintained by BUMED

w.

Destroy when cancelled or superseded.

c. Disk oack files.

Destroy when cancelled or superseded.

4. GENERAL CORRESPONDENCE FILES. General
office correspondence and related non-record materials
such as pictures, maps, etc., maintained by activity and
by project at BUMED and BUMED command activities.

Destroy when 2 years old.

5. DESIGN CRITERIA RECORDS.

a. BhJeDrints and Lavouts. Copies maintained by
BUMED AND BUMED activities. Exclude master
drawings retired under SSIC 11012.

Retire to nearest FRC when 5 years old. Destroy
when 10 years old.

b. Technical Reference Files. Records include
brochures, catalogs, etc., pertaining to materials,
systems, and equipment related to architectural planning
and development.

Destroy when superseded or outdated, whichever is
earlier.

SSIC 11120

co MMUN ICATIONS STRUCTURE S AND FACILITIES
RECORDS
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1. CORRESPONDENCE, PLANS AND OTHER
RECORDS. Files pertaining to the development, design
and construction of communication facilities. Records
are maintained by naval activity or sponsoring systems
command.

Retire to nearest FRC 4 years after completion of
construction or when no longer needed for reference,
whichever is earlier. Destroy when 30 years old.

$WIC 11130-11139

AVIATION STRUCT URES AND FACILITIES
RECORD!j

THE RECORDS IN THIS (11130-11139) SERIES ARE
RELATED TO THE AVIATION RECORDS AND
INCLUDE HANGERS; RUNWAYS; LIGHTING;
CRASH, SALVAGE, AND RESCUE; AND SERVICE
REPAIR RECORDS.

SSIC 11130

AVIATION FACILITIES RECORDS

CORRESPONDENCE, PLANS, DATA, AND DESIGN
MANUALS, HANDBOOKS, AND GUIDES RELATING
TO THE DEVELOPMENT, DESIGN AND
CONSTRUCTION OF AVIATION FACILITIES.
RECORDS MAINTAINED BY NAVAL ACTIVITIES
OR SPONSORING SYSTEMS COMMAND.

$SIC 11151

HARBOR DEFENSE FACILITIES RECORDS

1. CORRESPONDENCE, PLANS, AND OTHER
RECORDS. Files pertaining to the development, design
and construction of harbor defense facilities. Records
maintained by port directors, base commanders, or area
coordinators.

Permanent. Retire to nearest FRC when 4 years old.
Transfer to NARA when disestablished or when 30
years old, whichever is earlier.

SSIC 11152

DRILL AND PARADE GROUNDS RECORDS

1. RECORDS RELATING TO CONSTRUCTION OF
DRILL AND PARADE GROUNDS AS WELL AS
OTHER PAVED AREAS.

Destroy when no longer needed.

j3SIC 11153

MOORING ANI) NAVIGATION RECORDS

1. RECORDS CONSISTING OF CORRESPONDENCE,
REPORTS, AND DRAWINGS. Files pertaining to fixed
and fleet mooring and navigational criteria. Records
maintained by individual naval activities,

Destroy when 10 years old.
Destroy when 10 years old.

SSIC 11140

ORDNANCE FACILITIES RECORDS

1. CORRESPONDENCE, PLANS, AND OTHER
RECORDS. Files pertaining to tbe development, design,
and construction of ordnance facilities, including guided
missile and ballistic ranges, wind tunnels, and other
ballistic or aeroballistic facilities.

Destroy when 10 years old.

jXSIC1115Q

RESEARCH AND DEVELOPMENT FACILITIES
RECORDS

1. CORRESPONDENCE, PLANS, AND OTHER
RECORDS. FM pertaining to the development, design,
and construction of research and development facilities.
Records maintained by naval facilities or sponsoring
systems command.

SSIC 11154

OBSERVATORIES RECORDS

1. RECORDS RELATING TO THE CONSTRUCTION
OF NAVAL OBSERVATORIES. RECORDS ARE
MAINTAINED AT THE ACTIVITY LEVEL.

Destroy when 10 years old,

SSIC 1115.5

HYPERBARIC FACILITIES RECORDS

1. RECORDS RELATING TO THE CONSTRUCTION
OF WATER TANKS, DECOMPRESSION CHAMBERS
AND OTHER HYPERBARIC STRUCTURES.
RECORDS ARE MAINTAINED AT THE ACTIVIY
LEVEL.

Destroy when 10 years old.

Destroy when 10 years old. ~SIC 1116Q
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STORAGE STRUCTURE S AND FACILITIE~
RECOR~

1. INVENTORY STORAGE SPACE REDESIGN
SYSTEM. Thii system supplies Naval Supply Systems
Command and the office of the Assistant Secretary of
Defense (Comptroller) with automated reports containing
information on storage space requirements and space
availability of Navy and Marine Corps air support shore
activities.

a. Mast er file and historical data u .

Destroy afier thkd system backup.

b. Inmit ~ tmxs a d Da~en r record.

Destroy when no longer required.

c. OutDut data and reDorts-COM and DaMr.

Destroy when no longer required for reference.

d. &stems docu mentation to include desc riDtion of

data elements. file tavout. code books. and ooerators and

use rma nuak+.

Destroy when superseded or no longer needed for
reference.

2. CONSTRUCTION RECORDS FOR NAVAL
STORAGE FACILITIES THAT ARE MAINTAINED AT
THE ACTIVITY LEVEL.

Destroy when 2 years old.

~SIC 11161

$TOREHOUS ES RECORDS

1. INVENTORIES, LOAD LISTS AND SIMILAR
DOCUMENTS RELATING TO THE UTILIZATION OF
NAVAL STORAGE FACILITIES.

Destroy when 2 years old.

Sslc 11162

FUEL STORAGE FACILITIES RECORDS

1. RECORDS WHICH ESTABLISH POLICY FOR
CATHODIC PROTECTION OF LIQUID FUEL (POL)
PIPELINES AND STORAGE FACILITIES AT NAVAL
SHORE ACTIVITIES.

Cut off annuaUy at the end of fiscal year. Retire to
nearest FRC when 10 years old. Destroy when 20
years old.
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$SIC lllQ

MAGAZINES RECORDS

1. RECORDS RELATING TO THE CONSTRUCTION
OF NAVAL MAGAZINES AND OTHER
AMMUNITION OR EXPLOSIVE HANDLING OR
STORAGE AREAS THAT ARE MAINTAINED AT THE
ACTIVITY LEVEL.

Destroy when 10 years old.

SSIC 1117Q

CEMETERIES RECORDS

1. RECORDS RELATING TO CEMETERIES. Files
consisting of certifications of titles, deeds, site maps, or
photographs; declaration of taking or condemnations;
and other related papers.

Destroy when facility is disestablished.

2. BURIAL REGISTER FILES. Registers maintained
by cemeteries containing information such as records of
interments, reservations, etc., that record section, plot,
and grave numbers, dates of interment or reservation,
and identifying information on the decedent.

Permanent. Retain on board until facility is
disestablished, then transfer to NARA.

&31C 11180

CHAPEL RECORDS

1. RECORDS RELATING TO THE CONSTRUCTION
OF CHAPELS. MAINTAINED BY THE ACTIVITY.

Destroy when 10 years old.

&IC 11200-1129~

TRANSPORTATION FACILITIES. HEAVY
EOUIPMENT RECORDS

$SIC 11200

GENERAL TRANSPORTATION FACILITIES, HEAVY
EOUIPMENT RECORDS

1. GENERAL CORRESPONDENCE FILES OF
ACTIVITIES AND OFFICES. Files pertaining to the
performance of functions relating to the use,
procurement, and maintenance of transportation facilities
and equipment, including automotive vehicles and
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raitroad equipment, and automotive, construction, and
materiats handting equipment. (Exclude primary
program records covered in SSIC 11000, paragraph 1.)

a. con t~cts ion Force Activities.

Destroy when 2 years old.

b. All Other Activities.

Destroy when 3 years old.

2. OPERATIONS AND MAINTENANCE REPORTS
SUBMITI’ED TO HIGHER AUTHORITY. Copies of
reports relating to the unitization and performance of
operation and maintenance functions for trans-
portation equipment and construction and other heavy
equipment and motor vehicles.

Destroy when 3 years old.

3. LOCAL REPORTS AND RECORDS OF
EQUIPMENT ALLOWANCES. F& for construction,
firefighting, railroad, utitity, weight-hand-ling, and other
equipment.

Destroy when 3 years old or superseded, whichever is
tater.

4. ENGINEER EQUIPMENT FOLDERS FOR ENGINE
OR MOTOR DRIVEN ENGINEER EQUIPMENT. Files
for wheeled, tracked, skid mounted, and engine or
electric driven.

a. Eauioment Record Folders and Related Eneineer,
Item, Asze. and Cost Records.

(1) Navy activities.

Transfer folders with equipment. Destroy after
disposition of equipment.

(2) Marine Corps activities.

Forward cost record to CMC when equipment is
ordered to redistribution and disposal.

(3) CMC.

Destroy 3 years after receipt.

b. ~nsatisfacto rv Eauioment ReDo@.

(1) Equipment transfer before corrective action
completed.

Transfer report and equipment record folder with

equipment.

(2) Equipment not transferred or transferred
after corrective action completed.

Destroy when 1 year old.

c. Ot)erational Leas.

Destroy when 3 months old.

d. Work Reauests, Job Orders. and Turn-in and
Issue SliDs. Copies used to post to engineer, item, age,
and cost record.

Destroy when material is received and cost data is
recorded.

e. Work Sheets Pertaining to Maintenance of
Eauir)ment.

Destroy when equipment is removed from inventory.

5. VEHICLE SPEED-TIME FACTOR ANALYSES,
SUMMARIES, AND RELATED PAPERS.

Destroy when 3 months old or superseded, whichever
is later.

6. LOCAL VEHICLE INVENTORY AND COST DATA
REPORTS AND RELATED RECORDS. Files
maintained to provide operating, maintenance costs, and
utilization information to COMNAVFACENGCOM,
Headquarters Marine Corps, or other higher authority.

a. Inventories.

Destroy when 2 years old.

b. Cost and Unitization Reoorts.

Destroy when 3 years old.

c. Other Related Records.

Destroy when 3 years old.

7. AUTOMOTIVIYCONSTRUCTION EQUIPMENT
TECIINICAL CONTROL EAM CARDS.

Destroy when vehicle is transferred or sold.

8. PREVENTIVE MAINTENANCE (PM) FILES. pM
service and inspection for construction and allied
equipment forms, raitroad card forms, weight tifting
mechanical records, and gasoline and dksel engine
records.
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Wstroy when eqnipmentisremoved from inventory.

9. TRANSPORTATION FACILITIES FILES. Activity
transportation analyses and related correspondence.

Destroy when 2 years old.

10. BEST-TRANSPORTATION SYSTEM. A
transportation manag-t system maintained by
FACSO Port Hueneme to support individual shore
activities. The fuel automated data module provides fuel
control, vehicle utilisation tracking, and preventive
maintenance scheduling. The operations segment of the
system provides vehicle utilization information as well as
operator man-hour usage.

a. er file and historical data tane+

Destroy after third system backup.

b. Inr)ut data taoes a d DaDen r record.

Destroy when no tonger required.

c. Outtnst data and reDorts-COM and oaoer.

Destroy when no longer required for reference.

d. &stems docu mentation to include descrir)tion of

ma eIements. file ISVO uts, code boo ks. and oDerators
and user manuats.

Destroy when superseded or no longer needed for
reference.

11. TRANSPORTATION COST REPORTING SYSTEM
(TCRPS). The TCRPS provides maintenance and
operations costs as weU as utilisation information on
automotive, construction, fire-fighting, railway, ~eight
handting, materials handting, and other transportation
equipment owned by the Navy. Raw data are collected
and processed annually for Navy activities with at least
50 units of applicable equipment.

a. Master file and historical data taoes .

Destroy after third system backup.

b. ~ and DaDer record.

Destroy when no tonger required.

c. @tvut * and rer)orts-COM and Daner.

Destroy when no tonger required for reference.

d. $vstems docu mentat ion to include descriMion of
data elements, file tavouts. code books, and ooerator~
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~nd u ser manuals.

Destroy when superseded or no longer needed for
reference.

&IC 1121Q

HIGHWAYS AND ROADS RECOR~

1. RECORDS RELATING TO DESIGN,
CONSTRUCTION, MAINTENANCE AND UPKEEP OF
HIGHWAYS AND ROADS. RECORDS MAINTAINED
BY LOCAL ACTIVITIES.

Destroy when 10 years old.

~SIC 1122Q

BRIDGES. TRESTLES, OVERPASSES RECORDS

1. RECORDS THAT ESTABLISH GEOMETRIC
DESIGN CRITERIA FOR THE DESIGN OF BRIDGES,
TRESTLES, AND OVERPASSES MAINTAINED BY
COMNAVFACENGCOM.

a. Files of Uniaue De&n.

Permanent. Retire to nearest FRC when 4 years old.
Transfer to NARA when 20 years old.

b. All Other Files.

Retain on board for life of structure: then destroy.

SSIC 1123Q

RAILWAYS AND ROLLING STOCK RECORDS

1. CONSTRUCTION AND RAILROAD EQUIPMENT
DISPATCH RECORDS. Construction and raitroad
equipment dispatch control cards and related records

such as dispatcher’s work sheets, conductor’s records,
and copies of records of shipments (railroad) received
and other similar records.

a. Records of Construction Force Activiti6.

Destroy when 3 months old.

b. @ her Recor&

Destroy when 6 months old.

2. CORRESPONDENCE FILES OF ACTIVITIES AND
OFFICES. Files relating to the assignment,
procurement, and maintenance of railroad equipment.

Dtstroy when 5 years old.
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~SIC 1124Q

AUTO MOTIVE RECORDS

1. AUTOMOTIVE UTILIZATION, OPERATION, AND
MAINTENANCE RECORDS. Correspondence and
other records relating to the utilization, operations, and
maintenance of automotive vehicles. Records include:
automotive vehicle utilization summariea maintenance
and running cost reports for automotive, materials
handling equipment, md construction and allied
equipment transportation maintenance-+verhead analysis
maintenance cost reportt+ snatenah handling equipment
cost reports; daily vehick trip and mileage reports;
records pertaining to gasoline usage; credit cards; and
other similar or related papers and correspondence.

a. Reco rds Relating to Individual Vehicles.

Destroy when 3 years old.

b. Omwatina/Maintenance Cost and Utilization
&@orts ofMars “ne Corns Commercial Vehicles.

Destroy when 3 years old.

2. U.S. GOVERNMENT CERTIFICATES OF
RELEASE OF MOTOR VEHICLES.

3.

Destroy 4 years after disposition of vehicle.

DISPATCH RECORDS.

a. Reauests for “Self Driven” Passenger Vehicles.

(1) Naval Construction Force Activities.

Destroy when 3 months old.

(2) All Other Activities.

Destroy 6 months after return of vehicle or inspection
of vehicle dispatch card, whichever is earlier.

b. Dismttchers’ Lom and Work Sheetq. Dispatcher’s
logs and truck d~patcher’s logs such as daily dispatching
records or motor vehtcles, assignment logs, work sheets,
and other similar logs or control records.

(1) Navy Activities.

Destroy when 6 months otd.

(2) Marine Corps Activities.

Destroy when 1 year old.

c. ODerators’ Inspection Guides and Trouble

MtwLs. vehic~ Md equipment operational records and
other similar operational reports.

(1) Vehicle involved in an accident.

Destroy when 1 year old,

(2) Vehicle not involved in an accident.

Destroy when 3 months old.

d. O~erators’ Permits such as U.S. Governmers[
ODe ator r’s Permits and Motor Vehicle OQerator’$
Permits,

Destroy 3 years after permit expires or is renewed.

e. Distsatchers’ CoDies of ShorI Reslair Orders.

Destroy when 1 year old.

f. Other Daily Ooerating Reoorts for Individual
Vehicles.

Destroy when 3 months old.

4. DAILY GASOLINE REPORTS.

Destroy when 3 months old or cost data is
summarized and submitted in next cost and inventory
report, whichever is later.

5. CORRESPONDENCE AND OTHER RECORDS
RELATING TO ISSUING AND REVOKING OF
DRIVERS PERMITS.

Destroy 3 years after separation of employee or 3
years after recision of authorization to operate
government owned vehicle, wtdchever is eartier.

6. LIMITED TECHNICAL INSPECTION REPORTS
OF MOTOR VEHICLES,

Destroy when superseded or vehicle is overhauled or
reported as disposed of.

7. MOTOR VEHICLE STOCK ACCOUNT RECORD
CARDS.

a. Plant and Ornanic Account Records. Cards
forwarded to Navy Department or to the CMC when
vehicle is modMed or transferred from Navy or Marine
Corps custody.

Destroy when vehicle is transferred from Navy or
Marine Corps custody.

b. All Other Records.
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8.

Destroy when card is superseded.

MOTOR VEHICLE ACCIDENT REPORTS.
Transportation office’s copies of reports together tith
copies of pertinent investigating officer’s reports and
other supporting papers. (NOTE: when accident results
in death or injury to persons or privately owned
property, special care should be taken to ensure that all
pertinent records are reserved for forwarding to the legal
of!lce and the Judge Advocate General, as required.)

Wstroy 6 years after case is closed.

9. MOTOR VEHICLE RECORD FOLDERS FOR
MARINE CORPS COMMERCIAL VEHICLES.
Preventive maintenance schedule and record and vehicle
maintenance costs report summary records of loans of
motor vehicles.

Destroy 1 year after disposition or 1 year after
vehicle is removed from property account, whichever
is earlier.

10. OPERATING/MAINTENANCE COSTS AND
UTILIZATION REPORTS. Files pertaining to Marine
Corps commercial vehicles.

Destroy when 1 year old.

11. INVENTORY AND REGISTRATION (CASE/MIS).
A transportation management series sponsored by CNO
(N44) and maintained by FACSO Port Hueneme.
Systems provides accounting, budgetary, and
management information concerning acquisition,

movement, assignment, and disposition of aut emotive,
construction, and specialized equipment held by all Navy
activities.

a. Master file and hktorical data tanes.
Destroy after third system backup.

b. Inm!t data taoes a d Dn arwr recor@

Destroy when no longer required.

c. Outmt data and reDorts-COM and DaDer.

Destroy when no longer required for reference.

d. f$ystems docu mtmtation to include descridion of

data eIements. file layout s. code books, and om?rators
and user manua~.

Destroy when superseded or no longer needed for
reference.
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SSIC 11250

BOAT OR WATER TRANSPORTATION RECORDS

1. GENERAL CORRESPONDENCE FILES. Schedules,
reports, load lists, and similar records maintained by
local activities operating regularly scheduled boat
transportation services.

Destroy when 3 years old.

SSIC 11260-11269

HEAVY EQUIPMENT RECORDS

THE RECORDS IN THIS (11260-11269) SERIES ARE
RELATED TO HEAVY EQUIPMENT RECORDS AND
INCLUDE CONSTRUCTION-TYPE AND HEAVY
WEIGHT LIFTING RECORDS.

fXJIC 11260

lIEAVY ECWIPMENT RECORDS

1. OPERATION AND MAINTENANCE FILES.

Destroy when 3 years old.

$IC 11261

CONSTRUCTION-TYPE HEAVY EOUIPMENT

1, INITIAL REGISTRATION DOCUMENTS AND
MAINTENANCE HANDBOOKS.

Destroy when 7 years old.

SSIC 11262

HEAVY WEIGHT LI~ING EOUI PMENT

1. INITIAL REGISTRATION DOCUMENTS,
MAINTENANCE HANDBOOKS, AND
ALTERATION/MODIFICATION FILES.

Destroy when 7 years old.

SSIC 1127Q

ENGINEER SUPPLIES AND CONSTRUCTION
EQUIPMENT RECORDS

1. INVENTORY LISTS OF ENGINEERING SUPPLIES
AND CONSTRUCTION EQUIPMENT AND STOCK
STATUS.

a. $erial Numbers.
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Destroy 2 years after discontinuance of item or 2
years after stock balance is transferred to new card
or recorded under a new classification or 2 years
after equipment is removed from activity control.

b. All Other FilQ.

Destroy when 2 years old.

fX31C11300-11399

UTILITIES AND SERVICES RECORDS ‘

jls[c l130(j

$ENER L~m

1. GENERAL CORRESPONDENCE FILES OF
PUBLIC WORKS ACTMTIES. Records documenting
the accomptisbment of their assigned responsibilities for
the development, maintenance and administration of
utilities and services. Include records of essential
transactions and summary records of the activity’s utility
programs. (See also SSIC 11000, paragraphs 1 and 2.)

Destroy when 5 years old.

2. RECORDS RELATING TO THE ROUTINE
INTERNAL OPERATION OF UTILITIES SERVICES
AT NAVAL ACTIVITIES.

Destroy when 2 years old.

3. SPECIAL CONSOLIDATED UTILITY COST
REPORTS. Copies accumulated by public works
activities or offices. (See Chapter 7 for other cost
accounting records.)

Destroy when 3 years old.

4, SAN1TATION RECORDS. Correspondence, reports,
and other records pertaining to sanitation matters.

a. Record s of Public Works and Other Activities.
Files documenting the development and accomplishment
of their program responsibilities for sanitation matters
within the area or command. Include correqmndence
with local or federal health departments, U.S. Geological
Survey, and others concerned with sanitation problems
within the area.

Destroy when S years old.

b, Sanitation Remwts.

Destroy when 3 years old.

c. @her Files.

Destroy when 2 years old.

5. PUBLIC WORKS MIS-EMERGENCY SERVICE.
System provides an automated means for managing
emergencyhervice 03/S) work md to identify the
magnitude of E/S work in term of manpower
requirements, craft, and responsible time required to
provide E/S support. lhe system identities equipment
and/or facilities requiring excessive amounts of E/S
support.

a. Master file and historical data @QQ#.

Destroy after third system backup.

b. In d~ rrr.

Destroy when no longer required.

c. Outvu t data and reDorts-COM and DW er.

Destroy when no longer required for reference.

d. ~~ ocumen ion incl riMion of
flata elements, file lavouts. code books, and or)erator$
and use r manuals.

Destroy when superseded or no longer needed for
reference.

6. UTILITIES PROCUREMENT ANALYSIS. System
inventories the utility procurement of the Navy shore
establishment and provides a review and audit capability.
System complements the official record of actions under
utility contracts, which is kept following DAR 1-308,

a. Master file and historical data taDes.

Destroy after third system backup.

b. hmut data taoes a d naoen r record.

Destroy when no tonger required.

c. Outmt data and remrts-COM and DaDer.

Destroy when no longer required for reference.

d. ~v stems documentation to include descri@ion of
!Jata elements. file Iavouts, code books. and or)erators
and user manuals.

Destroy when superseded or no longer needed for
reference.

7. COMPUTER-ASSISTED UTILITY SYSTEM. A
system used by NAVFACENGCOM Field Division
utilities engineers to plan utilities systems for new
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construction and major modifications to existing
structures. The system analyzes the operation and
eftkiency or power distribution and generating systems,
evaluates the operational energy requirements for existing
buildings, and analyzes natural gas, compressed air,
steam, and water dktribution systems.

a. Master file and historical data taws.

Destroy after third system backup.

b. Immt data aDes a d Damet n r record.

Destroy when no longer required.

c. QutDM data and reDorts-COM and Daoer.

Destroy when no longer required for reference.

d. Svstems documentation to include description of
data elements. file Iavouts. code books. and oDerators
and user manua ls.

Destroy when superseded or no longer needed for
reference.

8. BEST-MAINTENANCE AND UTILITIES SYSTEM.
A utility plant management system which provides
information on the performance and conditions of the
utility system as well as the effectiveness of service
utilization and operation efficiency. A history file is
maintained to provide information on the extent to which
utility service has been utilized.

a. Master file and historical data taDes.

Destroy after third system backup.

b. hmut data taDes and DaDer record.

Destroy when no longer required.

c. Outmat data and reDorts-COM and r)aDer.

Destroy when no longer required for reference.

d. $vstems doc umentation to include description of
data elements. file lavouts, code books, and ot)erators
and user manuals.

Destroy when superseded or no kmger needed for
reference.

9. MASTER ACTIVITY GENERAL INFORMATION
CONTROL (MAGIC) SYSTEM. The MAGIC system
provides a single data base of information on Navy and
Marine Corps shore activities and units of the operating
forces that require logistics support from shore activities.
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Activity related information and requirements are in a
standard format and verified for accuracy through a
rigorous quality control program.

a. Master file and historical data t-s.

Destroy after third system backup.

b. Inuut data tam!s and Dar)er reco rd.

Destroy when no longer required.

c. OutDut data and reDorts-COM and DaQer.

Destroy when no longer required for reference.

d. $S terns documentation to include des crit)tion of
data elements, file lavouts, code books, and oDerators
and user manuals.

Destroy when superseded or no longer needed for
reference.

10. DEFICIENCY ABATEMENT PROJECTS
MANAGEMENT INFORMATION SYSTEM. Describes
facility deficiencies and contains recommended corrective
measures to eliminate them. Management personnel use
this system to assess risks associated with each deficiency
and to assign priorities to each project. System is
maintained at FACSO Port Hueneme and supports
NEESA and the EFDs.

a. Master file and historical data t~ .

Destroy after third system backup.

b. hmut data tams and DaDer record.

Destroy when no longer required.

c. OutDut data and rer)orts-COM and DaDer.

Destroy when no longer required for reference.

d. &stems documentation to include descriDtion of
data elements. file Iavouts. code books, and ot)erators
and user manuals.

Destroy when superseded or no longer needed for
reference.

11. MOBILE UTILITIES SUPPORT EQUIPMENT
(MUSE) PROGRAM RECORDS. Correspondence,
studies, reports, equipment inventories, maintenance,
repair and overhaul records, schedules and similar
records relating to providing temporary utilities support
to naval activities in the form of generators, electrical
substations, and steam plants.
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a. Records maintained by CNO (N44) and NEESA

Destroy when S years old.

b. Records nudntaismd by other activities

Destroy when 1 year old.

~SIC 1131Q

d. & stems documentation to inclu_rI “Dtionof
data elements. file Iavouts. code books. and one rator$
~nd user manuals.

Destroy when superseded or no longer needed for
reference.

~SIC 1132Q

FIRE PROTECTION AND FIRE FIGHTIN G RECORDS
POWER PLANT RECORD!j

1. BOILER INSPECTION CERTIFICATES AND TEST
REPORTS. Boiler inspection certificates, summary
boiler inspection reporta, reports of boiler water check
aamplea, boiler water test and treatment records, and
boiler reporta. (Exclude boiler survey reports covered in
SSIC 11310, paragraph 2.)

Destroy when 2 years old.

2. BOILER SURVEY REPORTS. Reports relating to
boiler feedwater conditioning showing deaigo data for
boilers and related equipment.

Destroy when superseded.

3. TREATMENT RECORDS FOR BOILER WATER.
Records of check analyses by Bureau of Mines and public
works offices including comments and recommendations
concerning the operation of boiler water treatment
facilities at activities and other related data.

THESE RECORDS ARE MAINTAINED BY BUREAUS,
COMMANDS, ACTIVITIES, AND OFFICES THAT
CREATE OR ACCUMULATE FIRE PROTECTION
AND FIRE FIGHTING RECORDS.

1. PRIMARY PROGRAM RECORDS OF THE OFFICE
OF THE CHIEF OF NAVAL OPERATIONS.
Correspondence tiles and other records relating to the
development, execution of Navy’s fire protection plans,
policies, programs and procedures.

Permanent. Retire to WNRC when 4 years old.
Transfer to NARA when 20 years old.

2. ACTIVITIES GENERAL CORRESPONDENCE
FILES. Correspondence, reports, and other records of
commands, activities, and offlcea. (Exclude primary
program records covered in SSIC 11320, paragraph 1.)

a. Files that Document the Development, Executiont
and Accomplishment of Sknificant Transact ions or
Projects and of Plans. Policies. and RoIwam$

Destroy when 2 years old.
Destroy when S years old.

4. SHIP-TO-SHORE POWER OUTAGE SYSTEM.
Input data on shore supplied electric power outages to
nuclear ships over time at various port facilities is used to
provide reports to the Commander, Naval Sea Systems
Command (COMNAVSEASYSCOM), and Fleet and
Force Commanders relating to trends and patterns of
sh@@-shore power failurea, shipboard power problems,
and to correlate similar problems at different locations.
The system is managed by NEESA and maintained at
FACSO.

a. er file and historical data taoe$ .

Destroy after third system backup.

b. Inout data t Des a d na n aDer record.

Destroy when no longer required.

c.

Destroy when no longer required for reference.

b. Files Relating to the Routine Internal ON ration
and Administration of the Activitv or office. Files
include copies of periodic reports submitted to higher
authority and not specifically authorized for other
disposal in this section.

Destroy when 2 years old.

3. BUILDING AND VESSEL (CASE) FILES. Jackets
containing records relating to a particular building or
vessel such as copies of inspection reporta, drawings,
correspondence, and other papers regarding the condition
of the building or vessel, etc.

Destroy when S years old or after building or vessel
is surveyed, demolished or scrapped, whichever is
earlier.

4. DRAWINGS SHOWING WATER DISTRIBUTION,
SUPPLY SYSTEMS, TEST LOCATIONS,
RECOMMENDED ADDITIONS, FIRE ALARM
CIRCUITS, BOXES, AND CODE NUMBERS AND
GENERAL AND TECHNICAL INFORMATION

111-11-24



SECNAVINST 5212.5D
22 April 1998

Destroy when hose is removed from service.

Destroy when superseded by more current data or
structure or facility is demolished, whichever is
earlier.

5. BUILDING RECORDS CARDS. Summary records
of building fire inspections and of deficiencies uncovered.

Destroy when superseded by new card.

6. DAILY LOG RECORDS OF OPERATIONS. Files
showing personnel assignments, drills, inspections,
alarms, and responses.

Destroy when 3 years okl.

7. FIRE REPORTS. Copies of incoming fire reports
with accompanying fire prevention EAM transmittal
sheets.

Destroy when 3 years old.

8. REPORTS OF FIRE PROTECTION AND
RESUIWEYS.

Destroy when 3 years old.

9. REPORTS OF FIRE INVEST1GATIONS.

Destroy when 2 years old.

10. FIRE PROTECTION AND FIRE FIGHTING
TRAINING REPORTS. Reports, correspondence, and
related papers regarding the operation and
administration of programs. Include correspondence and
other papers pertaining to student training classes,
demonstration and training materials, issuance of
training certificates, and other similar or related matters.

Destroy when 5 years old.

11. FIRE ALARM RECORDS. Files include fire alarm
ledgers, voice recordings of conversations between
switchboard operators at fire alarm headquarters and
callers, and punched tape records of alarms and times of
signals.

Destroy when 1 year old.

12. REPORTS OF STANDBY OPERATIONS DURING
HAZARDOUS WORK.

Destroy when 1 year old.
13. FIRE HOSE RECORD CARDS. Cards or other
similar records reflecting the age and serial number of
each piece of hose and the results of periodic tests.

14. HYDRANT AND AUTOMATIC SPRINKLER
SYSTEM INSPECTION REPORTS.

Destroy when 1 year old.

15. FIRE APPARATUS INSPECTION RECORDS.
Card summaries reelecting periodic inspections of fire
department vehicles.

Destroy when card is filkd.

16. HOT WORK PERMITS. Copies of permits to
perform work involving heat applications (welding,
cutting, burning, etc.).

Destroy when 1 year old.

17. SUMMARY RECORD OF TRAIIWNG CLASS
ATTENDANCE AND OF TRAINING CERTIFICATES
ISSUED.

Destroy when 5 years old.

18. LEDGER RECORDS OF FIRE FIGHTING AND
PROTECTIVE CLOTHING ISSUED (BOOTS,
HELMETS, COATS, ETC.) TO FIRE DEPARTMENT
PERSONNEL.

Destroy when 5 years old.

19. CUSTODY RECEIFIT3 FOR FIRE FIGIITING
CLOTHING ISSUES.

Destroy when clothing is returned.

20. EQUIPMENT INVENTORIES. Stock cards or other
records of materials and equipment on hand in fire
department shops.

Destroy 2 years after superseded or reconciled with
current inventory, whichever is earlier.

21. FIRE MANAGEMENT INFORMATION SYSTEM
(FIREMIS). The FIREMIS tracks manhours expended
by the fire division, number of fire- related exercises,
i.e., training drills, classroom training, emergency tire
runs, fire drills, and fire losses. It combines all this
information into a monthly status report. System will
also produce statistics related to type of emergency, fire
runs and number of arrested landings for a particular
runway or a particular type of aircraft. System is
maintained by Naval Air Stations on micro computers.

a. Discs or other file maintenance medi~.

Destroy when no longer required.
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b. ~.

Destroy when no longer required.

c. titDut !&i@~d rersort$

Destroy when no longer required for reference.

d. ~vstems doc umentation to include descrir)tion of
data elements. file faYout, code books. and oDerators and
user manuals.

Destroy when superseded or no longer needed for
reference.

22. BUILDING INFORMATION SYSTEM. A fire
safety system usually maintained on micro computer by
shore activities. The system retains information relating
to building specifications for all buildhgs and structures
on the station. System produces reports of those
buildings scheduled for inspection on a selected date.
Reports can be produced of haznrdous materials stored
in a particular building or potentially hazardous areas.
The system keeps track of the number and location of
fire extinguishers. A report or pertinent fire
information, such as location of main gas shut-off, main
electric switch, etc., can be readily produced.

a. Discs or other file maintenance media.

Destroy when no longer required.

b. hmut data.

Destroy when no longer required.

c. (htrnrt data and reDorts.

Destroy when no longer required for reference.

d. $&sterns docu mentation to include description of
data elements. file lavout. code books, and ooerators and

gser manua&

Destroy when superseded or no longer needed for
reference.

$3SIC11330

WATER SUPPLY RECORDS

1. RECORDS RELATfNG TO THE DEVELOPMENT
AND IMPLEMENTATION OF RULES FOR
EFFECTING ENVIRONMENTAL LEGISLATION.
These files consist of the development of poficy
regulations concerning water supply planning, health
criteria, national register of pubfic water supply, and
training and technical assistance in the water supply

field.

2.

3.

Permanent. Retire to nearest FRC. when 4 years old.
Transfer to NARA when 20 years old.

REGULATIONS, STANDARDS, AND GUIDELINES.

Destroy when superseded.

OTHER RECORDS. Files documenting routine
internal operation and administration of environmental
quality.

Destroy when 2 years old.

4, NAVY ACCIDENTAL OIL SPILL REPORTING
SYSTEM. Source documents for the system are
messages issued by ships, aircraft, and shore installations
at the time of an accidental oil spill. Messages are sent to
NEESA where information is entered into the data base.
Updates are entered monthly. Two annual reports are
produced by the system: one report addresses the size,
type, and location of the spills for the proceeding
calendar years and the other provides detailed study of
the causes of the spills.

a. Master file and historical data taoes.

Destroy after third system backup.

b. Inwt data tam%and rsaDerrecord,

Destroy when no longer required.

c, outs) ut data and rerrorts commrter outou~
microfilm (COM) and r)aDer.

Destroy when no longer required for reference.

d. se~ s riMion of
data elements. file Iavouts. code books. and ooe raters
and user manuafs.

Destroy when superseded or no longer needed for
reference.

SSIC 11340

DRAINAGE RECORDS

1. REPORTS COVERING SEWER AND PLANT
CONTRACT AWARDS FOR CONSTRUCTION ON
NEW PLANTS, INTERCEPTORS, OUTPUTS, ETC.
Include data maintained on drainage basin population,
state, etc.
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2.

Retire to neareat FRC when 4 years old. Destroy
when 20 years old.

INFORMATION COPIES.

Dsatroy when 3 years old.

~slc 1134!3

s~m RAGE R

1. REPORTS AND OTHER RECORDS RELATING TO
CONSTRUCTION, MAINTENANCE, AND
OPERATION OF SEWERAGE SYSTEM.

Retire to nearest FRC when 3 years old. Destroy
when 1S years old.

2. NATIONAL POLLUTANT DISCHARGE
ELIMINATION SYSTEM. This data system provides
for the central storage and processing of Navy water
quality data transactions. Provides Navy and Marine
Corps activity users with an effective means for
evaluating water quality problems. The data system
contains information on wastewater dwcharges permitted
by state and federal regulatory agencies. Water quality
data include permit requirements for sampling and
analysis and the status of compliance by various naval
activities. System is maintained at NEESA
Headquarters, Port Hueneme and supports NEESA and
the NAVFACENGCOM Field Divisions.

a. Master file and historical data tams .

Destroy after third system backup.

b. InDut data tam?s a dn Daner record.

Destroy when no longer required.

c. Outt)ut data and reDorts-COM and Daner.

Destroy when no longer required for reference.

d. &s@uM d~u mentat ion to include desc riDtl“onof
d~ books. and o raters
jmd use r manua~.

Destroy when superseded or no longer tleeded for
reference.

~src 113s0

REFUS E COLLECTION AND DISPOSAL RECORDS

1. INTERNAL OPERATING RECORDS. Schedules,
operating procedures, equipment procurement and
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maintenance records and similar records necessary for
operation of refuse collection services.

Destroy when 2 years old.

SSIC 11360

LIGHTING RECORDS

1. FILES THAT DOCUMENT THE OVERALL
OPERATION OF THE ACTMTY OR OFFICE AND
THE ACCOMPLISHMENT OF ITS ASSIGNED
PUBLIC WORKS MEWION.

Destroy when 5 years old.

2. ROUTINE INTERNAL ADMINISTRATION FILES.

Destroy when 2 years old or when no longer needed
for reference.

SSIC 11370

HEATING RECORDS

1. FILES THAT DOCUMENT THE OVERALL
OPERATION OF HEATING PLANTS AS PART OF AN
ASSIGNED PUBLIC WORKS MISSION.

2.

Destroy when 5 years old.

ROUTINE INTERNAL ADMINISTRATION FILES.

Destroy when 2 years old.

SSIC 11380

REFRIGERATION AND AIR CONDITIONING
RECORDS

1. FILES DOCUMENTING THE OVERALL
OPERATION OF REFRIGERATION AND AIR
CONDITIONING PLANTS AS PART OF AN
ASSIGNED PUBLIC WORKS MISSION. (Exclude
Maintenance and Repair Records filed under SSIC
10200.)

Destroy when 5 years old.

SSIC 11390

1. CABLE TELEVISION FRANCHISE
MANAGEMENT.

THIS CONSIST OF BIDS, SUCCESSFUL AND
UNSUCCESSFUL AND PURCHASE DOCUMENTS
(CONTRACTS, ORDERS, LEASES, AND ANNUAL OR
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OTHER PURCHASE REQUISITIONS OR REQUESTS);
RELATED CORRESPONDENCE AND OTHER
PERTINENT INFORMATION.

a. Case Files Relatinx to Transactions of $2500 or
&s.

Destroy 3 years atler completion of action.

Case Files Refatinu to Transactions of more than

&.

Destroy 6 years after completion of action. Transfer
to FRC when 1 year old or when no longer needed
for reference purposes.

SSIC 11400-11499

FLEET FACILITIES RECORDS

SSIC 11400

~ENERAL FLEET FACILITIES RECORDS

1. THAT PORTION OF THE FILES THAT
DOCUMENT THE OVERALL DEVELOPMENT AND
ACCOMPLISHMENT OF THE ACTIVITY’S PRIMARY
MISSION, ITS ORGANIZATION, GENERAL
PROCEDURES, ESSENTIAL TRANSACTIONS AND
IMPORTANT LOCAL POLICIES AND PROCEDURES/
DECISIONS.

a. Naval Stat ions. Naval Bases, Naval ODerating
Bases, Naval Air Stations. Marine Corm Bases. Marine
Corm Air Stations. and Construct ion Battafion Centers.

Permanent. Retire to nearest FRC when 4 years old.
Transfer to NARA when 20 years old.

b. All Other Navv and Marine Corm Shor?
Activities.

Destroy when 6 years old.

2. REMAINING PORTION OF ACTIVITY’S
GENERAL CORRESPONDENCE, Records including
reports and papers pertaining to the internal operation
and administration of the station or facility.

Destroy when 2 years old.

b. Marine Coros,

(1) Standard reports of operations and activities
submitted to the CMC that are no longer essential for the
performance of the activit y’s mission.

Destroy when 2 years old.

(2) Upon disestablishment for Fleet Marine Force
Activities outside the Continental United States (CONUS)

Destroy when 2 years old.

(3) All other related records

Destroy when 2 years old.

jX31C1141Q

WATERFRONT RECORDS

1. CORRESPONDENCE FILES, REPORTS, AND
RELATED RECORDS. Fk?.s pertaining to engineering
and design of waterfront structures and moorings.
Records maintained by activities. (Exclude records for
drydocks, marine railways and tilpways.)

Destroy when 5 years old.

2. WATERFRONT MANAGEMENT INFORMATION
SYSTEM. System provides pertinent information to
assist waterfront personnel in making ships berthing
assignments. System maintains the status of all ships
currently berthed or scheduled to be berthed. A
statistical subsystem maintains data related to harbor
tugs, support craft, pusher boats, daily port operations,
homeport gains and losses, oil spilfs, waste oil, etc.
Monthly, quarterly, and yearly statistical reports are
produced.

a. Discs or other file maintenancee media.

Destroy when no longer required.

b. Inmt data.

Destroy when no longer required.

c. Outmt data and re~orts.

Destroy when no longer required for reference.

d. Svstems documentation to include description of
data elements. file favout, code books. and oDerators and
gser mmuals..

Destroy when superseded or no longer needed for
reference.

SSIC 1142Q

DRYDOCK RECORDS

1. CORRESPONDENCE FILES, REPORTS,
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DRAWINGS, AND RELATED RECORDS. Files
pertain@ to the engineering, design and maintenance of
drydocks.

a. f)ritinal “As-Built” DrawinM.

Persnanent. Retire to nearest FRC when 5 years old.
Transfer to NARA when 20 years old.

b. Desiizn Drawings. Rewrts. Constmction Filest
Routine Test and Insoect ion Reuorts. and General
Maintenance Records.

Destroy when 5 years old.

1. CORRESPONDENCE, REPORTS, DRAWINGS,
AND RELATED RECORDS. Files pertaining to tbe
engineering, design and maintenance of marine railways.

a. O~fiS.

Permanent. Retire to nearest FRC when 5 years old.
Transfer to NARA when 20 years old.

b, Desifm Drawinws. Rewxts. Cobstruction Files,
Routine Test and InsDeetion Remwts, and General
Maintenance Records.

Destroy when 5 years old.

~sIc 11440

SHIPWAYS RECORDS

1. CORRESPONDENCE, REPORTS, DRAWINGS,
AND RELATED RECORDS. Files pertaining to the
engineering, design and construction of shipways.

Destroy when 5 years old or when shipway is”
dismantled, whichever is sooner.

Sslc 11450

wEIGHT HAND LING RECORDS

1. INSPECTION SHEETS FOR WEIGHT HANDLING
EQUIPMENT AND UNFIRED PRESSURE VESSELS.
Fks include control sheets for inspection summaries.

Retire to nearest FRC when 3 years old. Destroy
when 6 years old.

Destroy when 5 years old.

fis!MIM

DREDGING RECORDS

1. CORRESPONDENCE FILES, REPORTS, AND
RELATED PAPERS FOR VARIOUS DREDGING
SITES.

Destroy when 5 years old.

Ss[c 11470

~

1. CORRESPONDENCE FILES, REPORTS, AND
RELATED PAPERS. Exclude design and construction
records filed under SSICS 11012 and 11013.

Destroy when 5 years old.

2, GENERAL CORRESPONDENCE FILES AND
RELATED REPORTS FOR CRANES.
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CHAPTER 12

CIVILIAN PERSONNEL RECORDS

SS[C 12000-12999

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO THE ADMINISTRATION OF CIVILIAN
PERSONNEL FUNCTIONS THROUGHOUT THE
NAVY AND MARINE CORPS. THIS SCHEDULE
COVERS THE DISPOSITION OF ALL OFFICIAL
PERSONNEL FOLDERS (OPFS) OF CIVILIAN
EMPLOYEES AND ALL OTHER RECORDS
RELATING TO CIVILIAN PERSONNEL. ANY
RECORDS CREATED PRIOR TO JANUARY 1, 1921,

MUST BE OFFERED TO THE NATIONAL ARCHIVES
AND RECORDS ADMINISTRATION (NARA) FOR
POSSIBLE PERMANENT RETENTION BEFORE
THESE DISPOSITION INSTRUCTIONS MAY BE
APPLIED.

THE FORMAT USED FOR THIS SERIES FOLLOWS
THAT OF THE FEDERAL PERSONNEL MANUAL

(FPM) ISSUED BY THE OFFICE OF PERSONNEL
MANAGEMENT (OPM), AND NOT NECESSARILY
THAT OF THE REMAINDER OF THIS DIRECTIVE.
THEREFORE, ADDITIONS AND DELETIONS ARE
MADE FOLLOWING THE FPM.

SSIC 12000-12099

GENERAL CIVILIAN PERSONNEL RECORDS

SSIC 12000

GENERAL CIVILIAN PERSONNEL RECORDS

1. PRIMARY PROGRAM RECORDS RELATING TO
THE DEVELOPMENT, IMPLEMENTATION, AND
OVERALL ADMINISTRATION OF NAVY AND
MARINE CORPS-WIDE POLICIES, PROCEDURES,
AND PROGRAMS PERTAINING TO CIVILIAN
PERSONNEL ADMINISTRATION. These records are
accmuulated only in offices responsible for the
eatabfishment and/or administration of Navy-wide policies
and programs, such as the Secretary of the Navy
(SECNAV), the Assistant Secretary of the Navy
(Manpower and Reserves Affairs) (ASSTSECNAV MRA),
the Commandant of the Marine Corps (CMC), and the
Human Resources Operations Center (HROC). Records
relate to the estabfisbment, approval, and implementation
of Navy-wide policies and procedures pertaining to
position classification, wage administration, employee
relations, awards and other incentives, performance

appraisal systems, equal employment opportunity (EEO)
programs, and personnel record keeping.

Permanent. Transfer to Washington National
Rcords Center (WNRC) when 3 years old. Offer to
NARA when 20 years old.

2. GENERAL CORRESPONDENCE. Records are
accumulated in connection with the routine, day-to-day
administration and operation of Navy civilian personnel
programs. These records accumulate primarily at
operating civilian personnel offices (CPOS), but they may
also be accumulated by higher echelon offices in
connection with their routine, day-to-day operations.
These records include:

a. Correspondence Relating to SDecific Personnel
Actions (ExceDt for Files Relating to Precedental and/or
Hkhlv Significant Actions Accumulated by IIicher
Echelon Offices Resr)onsible for Navv-wide Policies,
which should be filed under SSIC 12000, Daratma~b 1).

b. Routine Reauests for Information concerning Navy
Civilian Personnel Poficies that Do Not Involve the
Establishment or Revision of P@cy.

c. Comments on Directives. Studies, Reoo rts. and
Other Issuances Accumulated bv OftIces Not Resr)onsibl~
for their Preua ration.

d. Issuances pre~ared bv I.ower Echelon Offices that
Merelv Transmit or AdaM for Local Conditions Policies
and Procedures Established bv Higher Level Offices.

e. CoDies Retained by PreDarin~ OftIces of Re~ort$
and Statistical Data Submitted to Hi~her Echelon Oftlcest
with Related Feeder Materiafs and Backm-ound Paners.

Destroy according to SSICS for specific general
correspondence files in thk chapter. For general
correspondence not covered elsewhere in this
chapter, destroy when 3 years old.

SSIC 12100-12199

OFFICE OF PERSONNEL MANAGEMENT RECORDS

&IC 12171

OFFICE OF PERSONNEL MANAGEMENT ISSUANCE
SYSTEM RECORDS

1. CORRESPONDENCE DEALING WITH THE
EXPLANATION AND ACQUISITION OF THE
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DIRECTIVES ISSUANCE SYSTEM WHICH
INCLUDES OPM OPERATING MANUALS, OPM
NOTICE AND POSTING SYSTEM GUIDANCE AND
OTHER OPM/NAVY ISSUANCES.

Destroy when superseded or obsolete,

SSIC 12200-12299

PERSONNEL PROVISIONS RECORDS

SSIC 12200

GENERAL PERSONNEL PROVISIONS RECORDS

1. RECORDS NOT COVERED BY OTIfER SSICS IN
THE 12200 SERIES.

Destroy when no longer required for current
operations.

SSIC 12210

GENERAL BASIC CONCEPTS AND DEFINITIONS
RECORDS

1. FILES DEALING WITH DEFINING,
STANDARDIZING, AND UTILIZING PERSONNEL
TERMINOLOGY.

following:

- Proof of appointment: Appointment Affidavits
Standard Form (SF) 61), Declination of Appointee

(SF 61B)
- Request for Non-Competitive Action (SF 59)
- OPM letter canceling competitive status
- OPM letter verifying competitive status, veteran

preference or service history
- OPM letter disapproving a personnel action
- OPM letters authorizing waiver or exceptions from

provisions of OPM rules and regulations
- Reduction-in-force notice
- Request for Personnel Action (SF 52)
- Statement of acceptance into Presidential

Management Intern Program documenting
employee’s leaving the competitive service to accept
appointment in the excepted service.

File on right side of OPF.

SSIC 12213

EXCEfWED SERVICE RECORDS

1. GENERAL CORRESPONDENCE, REPORTS, AND
OTHER RECORDS RELATING TO EMPLOYMENT
PROGRAMS AND FUNCTIONS OF EXCEPTED
POSITIONS.

Destroy when obsolete or superseded.
Destroy when 3 years old.

SSIC 12211

VETERAN PREFERENCE RECORDS

1. RECORDS PERTAINING TO ENTITLEMENT OF
INDIVIDUAL PERSONNEL TO VETERANS
PREFERENCE, ADMINISTRATION OF
PREFERENCE, AND PREFERENCE PRESERVED,
LOST OR CHANGED.

File on right side of Otlcial Personnel Folder (OPF).

SSIC 12230

ORCANIZATIONS OF TIIE GOVERNMENT FOR
PERSONNEI. MANAGEMENT RECORDS

1. RECORDS RELATING TO PLANNING,
ORGANIZING, DIRECTING, COORDINATING, AND
CONTROLLING ALL PERSONNEL MANAGEMENT
I,ROGRAMs coN1)ucTEI) WITIIIN ‘r][E l)ONO

(Exclude primary program records filed under SSIC
12000, paragraph 1.)

SSIC 12212
Apply SSIC 12000, para, 2.

~OM1’ETITIVE SERVICE AND COMPETITIVE
STATUS RECORDS

1. RECORDS RELATING TO THE EXTENT OF
COMPETITIVE SERVICE AND VARIATIONS.

File on right side of OPF.

2. RECORDS RELATING TO ELIGIBILITY,
DETERNIINATION, AND CANCELLATION OF
COM1’ETITIVE STATUS. Records generated and are
maintained on the right side of the OPF and include the

SSIC 12250

PERSONNEL MANAGEMENT IN AGENCIES
RECORDS

1. GENERAL POLICY ON CIVILIAN MANPOWER
MANAGEMENT INCLUDING ESTABLISHING AND
DISINTABLISIHNC CIVILIAN PERSONNEL OFFICES

(WOS), POLICY REGARDING INIWRSERVICE
SUPPORT, ANl) GUIDELINES FOR LOGISTICS
SUPPORT OF CPOS.
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Apply SSIC 12000, para, 1.

SSIC 12251

IN’1’RAMANAGEMENT COMMUNICATIONS AND
CONSULTATIONS RECORDS

1. RECORDS RESULTING FROM EXCHANGES OF
INFORMATION ON CIVILIAN PERSONNEL
MANAGEMENT WITH MANAGERS, SUPERVISORS,
AND MANAGER/SUPERVISOR ASSOCIATIONS,
Records include written correspondence, memoranda,
information updates, comments, and reports.

Destroy when 3 years old.

SSIC 122s2

PROFESS1ONAL OJt OTHER ASSOCIATIONS
RECORDS

1. RECORDS RELATING TO DON’S R13LATIONS111P
WITH PROFESSIONAL ASSOCIATIONS
CONCERNED WITH CIVILIAN PERSONNEL
MANAGEMENT. Includes records relating to the
allotment and payment of dues.

Destroy when 3 years old.

SSIC 12271

DEVELOPING POLICIES, PROCEDURES,
PROGRAMS. AND STANDARDS RECORI)S

1, STANDARDS DEVELOPMENT RECORDS.
Records relating to objectives and concepts of standards
development such as classification, qualification, and
physical standards and the use of personnel measurement
methods,

a. Records Accumulated by Oftlces Resmmsible for
Estab[ishisw Navy-wide Policies.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA when 20 years old.

b. Records Accumulated by Other Ofllces.

Retain on board. Destroy when superseded, obsolete,
or no fonger needed.

SSIC 12272

PERSONNEL POLICY FORMU1.ATION AND
PERSONNEL ISSUANCES RECORDS

1. OFFICIAL ORGANIZATION CHARTS,
NARRATIVE IIISTORIES, AND RELATED RECORDS
WHICH DOCUMENT THE ORGANIZATION AND
FUNCTIONS OF THE OFFICE.

a. Record CoDy.

Permanent. Transfer to Federal Records Center
(FRC) when superseded or obsolete. Offer to NARA
when 20 years old.

b. All Other Co~ies.

Destroy when superseded or obsolete.

2. DIRECTIVE CASE FILES.

a. Record CoI]y of Directives that Establish Civilian
Personnel Policies within Navv with Sutmort ing Case
File. if any, I)ocumentimz Inmortant Asoects of the
Develomnent of the lssuancg. These records are
accumulated only in oftlces responsible for establishing
Navy-wide poticies tmd progranLs, such as SECNAV,
ASSTSECNAV MRA, CMC, and lIROC (and its
predecessors).

Permanent. Transfer to FRC when superseded or
obsolete. Offer to NARA when 20 years old.

b. Working PaDers and Background Material. Any
documents that are developed before a directive is
formally signed and published and not included in the
directive case file.

Destroy 6 months after final action or 3 years after
completion if no final action is taken.

SSIC 12273

PERSONNEL MANAGEMENT EVALUATIONS
RECORDS

1. CORRESPONDENCE AND REPORTS RESULTING
FROM A CIVILIAN PERSONNEL MANAGEMENT
EVALUATION OR SPECIAL REVIEW CONDUCTED
UY OPM, DON, A MAJOR CLAIMANT OR A LOCAL
ACTIVITY.

Destroy when no longer needed for administrative
reference purposes.

SSIC 12274

CORRECTWE ACTIONS RECORDS

1. CASE FILES. Records relating to actions taken to
correct erroneous personnel actions,
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Destroy 4 years after case is closed.

SSIC 12290

GENERAL PERSONNEL INFORMATION RECORDS

1. CORRESPONDENCE AND INSTRUCTIONS
DESIGNED TO GUIDE AGENCIES IN TIIE USE OF
AUTOMATED DATA PROCESSING AND
PERSONNEL ADM1NISTRATION.

Destroy when 3 years old.

SSIC 12291

PERSONNEL REPORTS RECORDS

1, RECORDS PERTAINING TO RECURRING
REPORTS. Records required by OPM to develop,
improve, or maintain certain programs such as
notification of personnel action, EEO fiction plans, etc.

Destroy when 5 yews old or no longer needed,
whichever is earfier.

SSIC 12292

PERSONNEL DATA STANDARDIZATION RECORDS

1. RECORDS PERTAINING TO TIIE
STANDARDIZATION OF DATA ELEMENTS IN
ORDER THAT IDENTICAL DATA IN VARIOUS
SYSTEMS ARE UNIFORMLY IDENTIFIED,
DEFINI;D, CODED AND SEQUENCED.

Destroy when 5 years old or superseded, whichevw is
earlier.

SSIC 12293

PERSONNEL RECORDS AND FILES RECORDS

1. TUE OPF OF A CIVILIAN EMPLOYEE OF TIIE
FEDERAL GOVERNMENT DURING 111SOR IIER
TENURE OF SERVICE WITH TIfE GOVERNMEN~
(INCLUDING NONAPPROPRIATED FUND
EMPLOYEE PERSONNEL RECORDS).

a. I.omz-terns (Permanent) Records which me Filed
on the Rkht or Permanent Side of the Folder (Oflicid
Personnel Folder (SF 66J).

(1) Folders covering periods of employment
terminated prior to 1 January 1921.

Submit SF 115 to National Archives.

(2) Folders covering periods of employment
terminated aft er 31 December 1920, excluding those
selected by the NARA for permanent retention.

(a) Transferred employees.

See FPM for instructions reli]ting to folders of
employees trimsferred to another agency.

(h) Separated employees.

Transfer folder to National Personnel Records Center
(NPRC), Civifian Personnel Records (CPR), St.
Louis, MO 63118-4199,30 days after separation.
NPRC will destroy 65 years after separation.

b. Tems)orarv Records Which are Filed on Left Side
of the Folder. These records are maintained at naval
activities per FPM 293 and FPM Supplement 293-31.

With the exception of performance records (see SSIC
12430, para. 2), destroy upon separation or transfer
of employee from DON or when 1 year old,
whichever is sooner (if employee separates for
military service or transfers to another agency as a
resolt of a transfer of function, leave required
temporary material in the folder).

2. OPFS FOR NON-CITIZEN INDIGENOUS
INDIRECT-IIIRE EMPLOYEES AT ACTIVITIES
LOCATED OUTSIDE TIIE 50 UNITED STATES AND
THE DISTRICT OF COLUMBIA. Long-term
(permanent) records which are filed on the right or
permanent side of the folder (SF 66) and temporary
records which are filed on the left side of the folder and
maintained at n:ivi]l nativities per FPM 293 and FPM
Supplement 293-31.

3.

Purge and destroy temporary material and trimsfer
folder to NPRC (CPR), St. Louis, MO, 2 years after
separation (service employee no longer utifized by the
naval establishment). Destroy 3 years after transfer.

PERSONNEL SUMMARY CARD RECORDS.

a. Enmloyee Record (SF-711). Maintained by
operating officials i]t nilval activities following FPM
Supplement 293-31.

(1) Employee moves outside the naval
establishment.

Destroy upon triulsfer or separation.

(2) Employee moves within the naval establishment.

Triinsfer with the OFF.
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b. Service Record Ciirds (SF-7). Established and
maintained at naval activities folowing FPM Supplement
293-31.

(1) Cards for employees separated or transferred on
or after 1 January 1948.

Transfer to NPRC (CPR), St. Louis, MO. Destroy
60 years after earliest personnel action.

(2) Cards for employees separated or transferred on
or after January 1, 1948.

Destroy 3 years after separation or transfer to
another agency.

4. LOCATOR FILE CARDS. Files at ni]val activities
used to locate employees.

Destroy when employee is separated from activity,

actions have been taken.

Destroy when superseded or obsolete.

c. All Other Correst)ondence and Forms.

Destroy when 6 months old.

SSIC 12296

PROCESSING PERSONNEL ACTION AND DATA
RECORDS

1, NOTIFICATION OF PERSONNEL ACTION (SF 50),
EXCLUSIVE OF THOSE IN OPFS.

a. Chronological File CoDies Including Fact Sheets.
Files maintained at naval activities following FPM
Supplement 293-31.

SSIC 12294
Destroy when 2 years old.

AVAILAIIILITY OF OFFICIAL INFORMATION
RECORDS

1. RECORDS WHIC1l SET FORTH POLICY,
RESPONSIBILITIES, AND PROCEDURES FOR
MAKING DON RECORDS AVAILABLE TO TIIE
PUBLIC (Exclude record copies of formal issuances
maintitined by offices responsible for esttib tisbing Navy-
wide policies).

Destroy when superseded or cancelled.

SSIC 12295

PERSONNEL FORMS AND DOCUMENTS RECORDS

1. OPERATING PERSONNEL OFFICE RECORDS
RELATING TO INDIVIDUAL EMPLOYEES NOT
MAINTAINED IN OPFS AND NOT PROVIDEI) FOR
ELSEWIIERE IN TIIIS SCItEDULE.

a. Corresr)ondence and Fornls Relative to Peuding
Personnel Action.

Destroy when action is completed.

b. Retention Registers.

(1) Registers from which reduction in force actions
have been taken.

b. All Other CoDies (Exclusive of Fiscal Co~ies).
Files maintained at naval activities following FPM
Supplement 293-31.

Destroy when 1 year old.

SSIC 12297

PROTECTION OF PRIVACY AND PERSONNEL
RECORDS

1. RECORDS WI IICII SET FORTH POLICY ON TILE
PROTECTION OF [NDIVIDUAI> pl/lVACY lN

REGARD TO PERSONNEL RECORDS MAIN~AINED
BY DON. (Exch]de record copies of formal issumsces
maintained by oftices responsible for establishing Ni~vy-
wide policies.)

Destroy when superseded or obsolete.

SSIC 12298

FEDERAL WORKFORCE INFORMATION SYSTEM
RECOI<DS

Destroy when 2 years old.

(2) Registers from which no reduction in force
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1. CORRESPONDENCE MANUALS, DATA
ELEMENT DICTIONARIES, AND INSTRUCTIONS
RELATING TO AUTOMATED FILES OF
INDIVIDUAL RECORDS FOR MOST FEDERAL
CIVILIAN EMPLOYEES MAINTAINED BY AGENCY
CONTINUOUS INPUT WIIICH PROVIDE
CAPABILITY FOR OBTAINING STATUS OR
DYNAMIC OUTPUTS IN A COMPREIIENSIVE AND
TIMELY MANNER.

Destroy whets superseded, obsolete, or no longer
needed.

a. Current records.

(1) Automated civilian personnel dtttabases with a
record for each indirect and direct hire DON employee
paid from appropriated msd industrial funds. Pernument
history files and maintained on automatic data processing
(ADP) media at the Navy Civilian Personnel Data System
(NCPD.S) Customer Facility and other Navy facilities.

b. Original OPM Registers and Notices to Establish
or Disw)se of OPM Resister. Established after open
competitive examination for positions in all groups.

Destroy per OPM instructions.

2. CERTIFICATES OF ELIGIBLES FILES.
Certificates of eligibles with related requests, fornts,
correspondence, and statement of reasons for passing
over an efigible with veterans preference and selecting an
eligible lacking veterans preference.

Destroy when 2 years old.

3. REQUEST FOR PERSONNEL ACTION (SF-52).
SF-52 and related papers pertaining to actions not
consummated. (Exclude any copies required to be filed
as pernuinent or temporary records in OPF.)

a. Reunesting Office CoDy.

Destroy upon completion of action,
Destroy when no longer needed.

h. All Other Cotsies.

(2) Paper copies of individual records (SF 50s and
associated documents) are maintained in OPFS. Privacy
Act information will be per relevant poticies and
instructions.

Apply SSIC 12293.

b. Source Documents for hmut and Prossosert
Personnel Action Reouests and Rettnest and
Authorization for Training. Input is Notiflciltion
Personnel Action (SF 50) and completed Request,
Authorization, Agreement, Certification of Training iind
Reimbursement (DD 1556).

Apply SSIC 12293.

SSIC 12300-12399

EMPLOYMENT RECORDS

SSIC 12300

GENERAL EMPLOYMENT RECORIM

1. OPM RECORDS.

a. OPM Atmtications, Examination Paners. and
Relilted l%mers for Fed eral Emdovtnent in the Field.
Cancelled or submitted by ineligible applicants,
applicants whose eligibility has expired, or applicants on
expired eligible registers.

Destroy when 1 year old.

4. REQUEST FOR CERTIFICATION. Request to
OPM for certification of efigibitity for OPM registers.

Destroy 2 years after date of certificate.

5. EMPLOYMENT AND FINANCIAL INTEREST.
Statement forms and documents prescribed by
SECNAVINST 5370.2J, Subj: Standards of Conduct and
Government Ethics.

Destroy when 6 years old; EXCEPT that documents
needed in an ongoing investigation will be retained
until no longer needed in the investigation.

6. PROCESSING RECORDS OF INDIVIDUALS
SELECTED FOR OVERSEAS EMPLOYMENT. Copies
of travel orders, rotation, agreements, overseas
recruitment requisition (comparable to SF 52), SF 50,
statement signed by employee acknowledging receipt and
understanding of statement of tiving and working
conditions for the overseas area, and miscellaneous
correspondence developed during processing.

Destroy 5 years after entry on duty (EOD) dnte iit
the overseas activity or upon expiration of ill] approved
extension to the S-year foreign service liutitation, if
applicable.

7. EMPLOYMENT APPLICATIONS. Applications,
including OF 612, resuntes, and any other applicationDestroy per OPM instructions.
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that an agency may develop for unique jobs with
specialized requirements, and related records,
EXCLUDING, records relating to appointments requiring
Senatorial confirmation and applications resulting in
appointment which are filed in the OPF.

Destroy upon receipt of OPM inspection report or
when 2 years old, whichever is edier.

8. EXAMING AND CERTIFICATION RECORDS.
Delegated agreements and related records created under
tbe authority of 5 U.S.C 1104 between the Office of
Personnel Management and agencies, allowing for the
examination and certification of applicants for
employment.

a. Delesmted tun-cements.

Destroy 3 years after termination of agreement.

b. Corress)ondence concernim? aor)licntions. eliuihles
certification, and all other examining a gnd recruitin
~eratious including, but not fimited to, corresrmndence
from the Congress, Whit e I1ouse, and general Dublic, and
correspondence remrdisuz accommodations for holding
pxaminotions and shinment of test materials.

Cut off annually. Destroy 1 year after cut off.

c. Test material stock control. Stock control records
of exmnination test material including running inventory
of test milterial in stock.

Destroy when test is superseded or obsolete.

d, Asmfication Record Card (OPM Form 5000A, or
gguivalent)o

Cut oIYafter examination. Destroy no bster than 90
days iifter cut off.

e. Examination Amooncement Case File$.
Correspondence regarding examination requirements,
original drafts of examination, and announcements issued
EXCLUDING records concerning qnafification standards,
job specifications, and their development.

Destroy 5 years after termination of’related rigister.

f, Register of eligibles (OPM Form 5001-C or
eauivfilent, documentinsl efitiibilitv of an individual for
Federal iobsj.

Cut of~ records on individuals with terminated
eligibility annually. Destroy 5 years after cutoff.
When entire register is terminated, destroy 5 years
after termination date. (Registers established under

case examining: Destroy after audit by local OPM
service center or 90 days after final action is taken on
the certificate, whichever is sooner.)

g. Letters to asm IiCants denyinfi transfer of eligibility
JO1’M Form 4896 or eauivalentj.

Cut off annually, Destroy 1 year after cut off.

h. Canceled and ineligible amfications, sumlement~l
forms, and attachments.

Iuefigible applications may be returned to the
applicant with the notice of ineligibility, unless
otherwise directed by the local OPM areti office.
Destroy ineligible applications not returned and
cimceled applications 90 days after date of action or
when register is terminated, whichever is sooner.

i. Test Answer Sheets. Written test answer sheets for
botf~ eligibles and ineligibles. Filed by date of processing.

Destroy when 6 months old.

j. Lost or Exr)osed Test Miiterial Case Files. Records
showing the circumstances of loss, nature of the recovery
action, md corrective action required.

Cut off files annually. Destroy 5 years after cut off.

k. Eliuible asmlications.

(1) On active register.

Destroy upon termination of the register (except
applications that may be brought forward to new
register, if any).

(2) On inactive register.

Destroy 1-12 months after eligibles m-e placed on
inilctive register, depending on space availability and
difficulty of replacing the application for restoration.

1. Request for grioraD m-oval of ssersonnel actions
taken hvauencies onsuchmattersm rmnuotion,
transfer, reinstatement, or chame in status, submitted by
SF 59. 0PM648, oreauivalent form.

Cutoff annually. lkstroyl year after cutoff.

m. Certificate Files. SF 39, SF 39A, orequivi~lent,
and all pilpers upon which the certification \vi\s bilsed:
detailed rating schedule, record of selective and quafity
ranking factors used, fist of efigihles screened for the
vacancies, rating assigned, availtil]itity stilteIlle1lts, ilnd
other docomentiitio nmateriill designated by the examiner
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of retention. It is recommended that both the file copy
and the audited report copy of the certificate be kept in
this file. Files should be arranged to permit
reconstruction or validation of actions taken in the event
of appeal or legal action.

AND CONSULTANTS.

Destroy when 3 years old.

SSIC 12306

Cutoff annually. Destroy 5years after cutoff< SELECIWE PLACEMENT PROGRAM RECORDS

n. Cert iilcation reauest cent roi index. 1. FILES RELATING TO T1U3 PROGRAMS AND
POLICY ON HIRING OF 1L4NDICAPPED PERSONS,
DISADLED VETERANS, AND REHABILITATED
OFFENDERS.

Cnt off annually. Destroy 1 year after cut off.

o. lnteraeency Placement Program (IPP) arm Iicaticm
$nd reaisfration sheet. Destroy when 3 years old.

2. HANDICAPPED INDIVIDUALS APPOINTMENT
CASE FILES. Case files containing position title and
description; fully executed SF 171; medical examiner’s
report; a brief statensent explaining accommodation of
impairment; and other documents related to previous
appointment, certification, and/or acceptance or refusal,
created in accordance with Federal l]ersonnel Manual,
chapter 306-11, subchapter 4-2.

Destroy upon expiration of employee’s DEP
eligibilityy.

p. DEP control cards, if maintained.

Cut off annually. Destroy 2 yeilm ilfter cot off.

q. Reoorts of audits of deleuated examining
ODerations.

Destroy 5 years following the date of approval or
disapproval of each case.Destroy 3 years after date of the report,

SSIC 12301 SSIC 12307

OVERSEAS EMPLOYMENT RECORDS TRANS1TIONAL AND VETERANS READJUSTMENT
App~lNTMENTS REC.RIJS

1. FILES RELATING TO THE RECRUITMENT OF
PERSONNEL FOR OVERSEAS POSITIONS AND TItE
PLACEMENT OF PERSONNEL ON THEIR RETURN
FROM OVERSEAS POS[TIONS. (See also SSIC 12300,
paragraph 6.)

1. FILES RELATING TO THE GENERAL
ADMINISTRATION AND OPERATION OF
PERSONNEL PROGRAMS FOR THE SELECTIVE
PI. ACEMENT OF VETERANS PROGRAMS.

Destroy when 3 years old. Destroy when 3 years old.

SSIC 12302 SSIC 12308

YOurI] AND STUDENT EMPLOYMENT PROGRAM
RECORDS

EMPLOYMENT IN THE EXCEPTED SERVICE
RECORDS

1. CORRESPONDENCE, REPORTS, MEMORANDA,
AND OTIIER RECORDS RELATING TO EXCEPTED
POSITIONS.

1. FILES RELATING TO TIIE GENERAI.
ADMINISTRATION AND OPERATION OF YOUTH
AND STUDENT EMPLOYMENT PROGRAMS.
(Include records relating to college programs, special
ciweer programs, sununer aide programs
intergovernmental affairs, fellowships, and stay in school
programs.)

Destroy when 3 years old,

SSIC 12304

EMPLCSYMENT OF EXPERTS AND CONSULTANTS
RECORDS

Destroy when 3 years old.

SSIC 12309
1. CORRESPONDENCE, REPORTS, MEMORAN1)A,
AND OTILER RECOR1)S RELATING TO EXPERTS lIOSTING ENROLLES OF FEDERAL GRANT
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PROGRAMS RECORDS SSIC 12315

1. WORK INCENTIVES PROGRAM (WIN),
COLLEGE WORK-STUDY PROGRAM, VOCATIONAL
EDUCATION WORK-STUDY PROGRAM, OLDER
AMERICAN COMMUNITY SERVICE EMPLOYMENT
PROGRAM, AND PROGRAMS UNDER TIIE
COMPREICENSIVE EMPLOYMENT AND TRAINING
ACT (CETA). (Include working agreements and k+tters

of confirmation, records associated with cost sharing
arrangements, and records related to the administration
of the programs.)

Destroy when 4 years old,

SSIC 1231Q

EMPLOYMENT OF RELATIVES RECORDS

1. RECORDS RELATING TO TIIE LEGAL AND
REGULATORY FRAMEWORK GOVERNING ‘1’IIE
EMPLOYN413NT OF REI.ATIVES lN T1ii2 FEDERAL
SERVICE.

Destroy when obsolete or superseded.

SSIC 12311

POWER OF APPOINTMENr AND REMOVA1.
RECORDS

1. RECORDS DELEGATING AUTIIORITY TO
OFFICIALS TO DIRECT AND EFFECT
APPOINTMENTS AND SUSPENSIONS OF CIVILIAN

PERSONNEL.

a. CNO and CMC.

Transfer to WNRC when obsolete or superseded.
Destroy 20 years after obsolescence or su persession.

b. Records of Field Activities.

Destroy when superseded or obsolete.

SSIC 12312

POSITION MANAGEMENT RECORDS

1. INTERNAL EVALUATION REI’OR’lS.

Destroy when 3 ywms old.

CAREER AND CAREER-CONDITIONAL
EMPLOYMENT RECORDS

1. RECORDS RELATED TO GENERAL ELI GIUILITY
OF POST-AUDIT, DEFINITION OF
NONCOhIPETITIVE, CORRECTIVE ACTION,
CAREER APPOINTMENT, PROBATIONARY
PERIOD, AND RELATED RECORDS.

Destroy upon separation or transfer of employee or
when 2 years old, whichever is earlier.

SSIC 12316

TEMPORARY EMPLOYMENT RECORDS

1. RECORDS MAINTAINED BY AGENCY IN TIIE
O1,F S() T][AT inspectors MAY RECONSTRUCT

TIIE ACTION AND A REVIEW BY THEM WILL
SIK)W QUAL1FICA’TIONS STANDARDS USED,
NECESSARY TRAINING AND EXPERIENCE, AND
FACTS WIIICH ESTABLISII TIIE CORRECTNESS OF
TIIE ACTION. Records generated and maintained on
the left side of the OPF and include the following:

- Position descriptions
- Notice of rating
- Notice of proficiency-inquiries of availability
- Travel agreements
- Offer letters and acceptances
- Request for Personnel Action (SF-52]
- Employee’s memorandum describing outside

employment

ApPly SSIC 12293.

$SIC 12330

GENERAL RECRUITMENT, SELECTION, AND
l,[,ACEhf];NT RECORDS

1. INTERVIEW AND EVALUATION RECORDS.
Notes, etc., made by the interviewer. Records made on
employees who are not selected or who decline
employment or on employees who are hired. (Exclude
examination papers filed in 01’F.)

il. hlerit Stiifling.

Destroy when 2 years old.

2. OTIIER REPORTS. b. All Others.

Destroy when 3 years old. Destroy 6 months after transfer or sepisration.
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2. OFFERS OF EMPLOYMENT. Correspondence,
letters, and telegrams offering appointnlents to potential
employees.

a. Accer)ted Offers.

Destroy when no longer needed.

b. Declined Offers.

(1) When name is received from certificate of
eligibles.

Return to OPM with reply and application.

(2) Temporary or excepted appointment,

File inside application and dispose of according to
SSIC 12330, para. 3.

(3) All Others.

Destroy immediately,

3. APPL[CATIONS FOR EMPLOYMENT.
Applications and related papers. (Exclude records
relating to appointments and requiring Senatorial
confirmation and applications resulting in appointment
filed in the OPF which are retained for future use or
required by the applicant supply system.)

Destroy upon receipt of OPM report of inspection or
when 2 years old, providing requirements of FPM
Chapter 333 and Civifian Personnel Instruction (CPU
335 are observed.

SSIC 12332

RECRUITMENr AND SELECTION IIIROUGI1
COMPETITIVE EXAMINATION RECORDS

1. RECORDS RELATING TO RECRUITMENT AND
SELECTION THROUGH COMPETITIVE
EXAMINATIONS. Records relate to such subjects as the
geographic scope of competition, methods of recruitment,
and selection of personnel for summer employment,
student training, and short-terns employ nlent.

Destroy when 3 years old,

SSIC 12333

RECRUITMENT AND SELECTION FOR
TEMPORARY AND TERM APPOINThlI;NT OUTSIDE
TIIE REGISTER

1. RECORDS THAT ARE MAINTAINED FOR All,

POSITIONS WHICH HAVE BEEN FH.LE1) OR FOR
\VIIICII APPLICATIONS ARE BEING ACCEPTED
FOR TEMPORARY AND TERM APPOINTMEN1
OUTSIDE TIfE REGISTER. Include:

- Positions for which recruitment was made for
tenlporary/
term appointment

- Record of opening and closing dates of
announcements

- Copies of SF-171 received for each announcement
- Record of referral and selection of applicants
- Record of recruitment efforts

Maintain for a period of 2 years or until iin OPM
inspection, whichever occurs first. Authority
established by FPM 333.

SSIC 12334

TEMPORARY ASSIGNMENT OF EMP1.OYEES
lHZTWEEN EXECUTIVE AGENCIES AND STATES.
I.OCAL GOVERNMENTS, AND INSTITUTIONS OF
lIIGllER EDUCATION RECORDS

1. RECORDS PERMITTING FEDERAL CIVILIAN
EMPLOYEES OF EXECUTIVE AGENCIES TO SERVE

\VITII STATE OR LOCAL GOVERNMENT, ETC.,
WITIIOUT LOSS OF EMPLOYEE RIGIITS OR
BENEFITS.

Destroy after term of temporary appointment or
when 2 years old, whichever is later.

SSIC 12335

PROMOTION AND lNf’ERNAL PLACEMENT
RECORDS

1. NOTIFICATION OF PERSONNEL ACI’ION (SF 50).
Files documenting promotions and transfers (in iln(l out).

a. Chronological File Cor)ies Maintained in the
Personnel Office.

Destroy when 2 years old.

b. All Other CoDies Maintained in the Personnel
office—.

Destroy when 1 year old.

SSIC 12337

EXAMINING SYSTEM RECORDS
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1. FORMS AND RECORDS SUCH AS EXAMINATION 2. CIVILIAN PERSONNEL PROMOTION
RESULTS, RATINGS, CERTIFICATIONS AND SF
171s.

Destroy 4 years after separation or trimsfer of
employee.

jWIC 12338

GENERAL OUALIF1CATION REQUIREMENTS
RECORI)S

1. QUALIFICATION STANDARDS FILES.

a. Standards. 01’M standards determining title,
series, and grade based on duties, responsibilities, and
qualifications requirements.

Destroy when superseded or obsolete.

b. I)evelomnent. Memoranda, correspondence, and
other records relating to the development of standiirds
for classification of positions peculiar to the agency and
OPM approval or disapproval.

(1) Case Files.

Destroy 5 years after position is abolished or
description is superseded.

(2) Review Files.

Destroy when 2 years old.

SSIC 12339

MEDICAI. OUALIFICATION REOUIREMENI’S
RECORDS

1. IUICORDS COVERING PLANS, POLICIES, AND
PROCEDURES FOR DETERMINING MEDICAL
QUALIFICATION REQUIREMENTS IN
CONNECTION WITII FEDERAL EMPLOYMENT.

Destroy when obsolete or superseded.

SSIC 12340

PART-TIME EM P1.OYMENT RECORDS

1. EMPLOYMENT RECORDS. Files related to
employment of part-time work force.

Destroy 2 years after separi~tion or transfer of
employee.

CERTIFICATES, ROSTERS, AND RATING SIIEETS
R13QUIREI) BY OPM.

Destroy when 2 years old or upon completion of
OPM inspection, whichever is later.

SSIC 12351

REDUCTION IN FORCE RECORDS

1. REDUCTION IN FORCE. Retention registers, cards
and related papers which reduction in force actions have
been taken, established, and maintained per Chapter 351,
Section A, of the FPM.

Destroy when 2 years old.

SSIC 12352

REEMPLOYMENT RIGIITS RECORDS

RECORDS GOVERNING TIIE RIGIITS TO
REEMPLOYMENT GRANTED TO CIVILIAN
ENIPLOYEES WHEN TIIEY TAKE OTIIER CIVILIAN
EMPLOYMENT SUCII AS TRANSFER TO
INTERNATIONAL ORGANIZATIONS OR TRANSFER
BETWEEN AGENCIES DURING AN EMERGENCY.

1. PERSONNEL CORRESPONDENCE AND SUBJECT

FILES. Files consisting of correspondence, reports,

memornnda, or other records relilting to reemployment
rights.

Destroy when 5 years old.

SSIC 12353

RESTORATION TO DUTY RECORDS

1. RECORDS RELATING T() TIIE RESTORATION
TO DU’1’YOF EMPLOYEES \VIIO SUSTAIN A
COMIWNSABI,E JOB-RELATE1) INJURY OR
DISABILITY.

Destroy when 5 years old,

SSIC 12361

CAREER INTERN PROGRAMS RECORDS

1. RECORDS RELATING TO CAREER lN~ERN
DEVELOPMENT AND EVALUATION PROGRAMS
FROM ENTRY LEVEL TO FULL PERFORMANCE
LEVEL AT ACTIVITY.
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Destroy when no longer needed.

&%31C12362

PRESIDENTIAL MANAGEMENT INTERN PROGRAM
RECORDS

1. RECORDS RELATtNG TO THE PRESIDENTIAL
MANAGEMENT INTERN PROGRAM ESTABLISHED
BY EXECUTIVE ORDER 12008 IN AUGUST 1977.
Files relating to the general administration and operation
of the presidential Management Intern Program
including special career programs and executive
development programs.

Destroy when 3 years old.

jWIC 12400-12499

EMPLOYEE PERFORMANCE AND UTIL1ZATION

ANI) CIVILIAN CAREER MANAGEMENT PROGRAM
RECORDS

SSIC 12410

TRAINING RECORDS

1. ACTIVITY-WIDE TRAINING PLANS. Computer
print-outs or other listings covering all learning
experiences planned for employees on an annual basis at
preparing activities.

Destroy 3 years after completion of the annual period
or when no longer required for activity review and/or
analysis, whichever is later.

2. TRADE TRAINING PLANS. Records relating to
apprentice, shop trainee, helper-to-j oumeyman, and
other on-the-job training programs, including
authorizations to establish such programs at preparing
activities and headquarters offices.

Destroy when no longer needed for reference.

3. RECORDS OF PROGRESS OF APPRENTICES AND
SIIOP TRAINEES. Records accumulated at preparing
activities covering progress of apprentices in both on-the-
job and classroom training and related infomlation.

Destroy 1 year after apprentice or shop trainee
completes or drops out of the program. .

4. NOTICE AND WARNINGS OF UNSATISFACTORY
PERFORMANCE. Written notices and warnings of
marginal or unsatisfactory progress of apprentices and
shop trainees at preparing activities.

Destroy when apprentice or shop trainee
satisfactorily completes the apprentice or shop trainee
year, or 1

year after the individual is dropped from training,
whichever is earlier.

5. WORK EXPERIENCE SCHEDULES. Continuous
appraisal which describes the performance of apprentices
and shop trainees in each element of the trade at
preparing activities.

Destroy 1 year after apprentice or shop trainee
completes the training or is dropped from the
program.

6. QUARTERLY PROGRESS RECORDS. Quarterly
appraisals of the performance of apprentices or shop
trainees at preparing activities.

Destroy 3 years after date of appraisal.

7. REQUESTS FOR TRAINING IN NON-
GOVERNMENT FACILITIES. All forms and related
pilpeIX concerning requests for training in non-
govermnent facilities at preparing activities.

Destroy 2 years after completion of all training or
when alJ obligated service requirements have been
satisfied, whichever is later.

8. OBLIGATED SERVICE AGREEMENTS.
Documents which set forth the period of obligated service
for employees who obtain training in non-government
facilities. These documents are normally filed on the
temporary (left) side of personnel folders but may be
tiled on the permanent (right) side of the personnel folder
if the employee fails to fulfill service obligations at
preparing activities.

Destroy 2 years after fulfillment of service
agreement, or file on right side of personnel folder,

9. PERMANENT TRAINING RECORDS. Training
documents include: records of satisfactory completion of
training agreement approved by the OPM; scholarship or
award authorizations; authorization to accept payments
in connection with attendance at meetings; waivers of
Iimitiitions on training in non-government facilities; and
cumulative records of training.

a. Enmlovee Deveior)ment (ED) Sobsvstem of
NCPDS. ED Subsystem maintains 20 completed
instances of training. when instance 21 is recorded, an
Official Record of Training (ORT) is produced contiiining
previous 20 instances, Also, whenever an employee is
terminated, transfers, retires, etc., an ORT is produced
as the file is closed.
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(1) Permanent history ED Subsystem files are
maintained on ADP media at NCPDS Customer Facility
and other Navy facilities.

Destroy when no longer required.

(2) ORTS generated by ED Subsystem.

File on right side of OPF.

b. Activities not usina ED Subsvstem, mtDer coDies of
traininsz documents.

File on right side of OPF.

10. NOMINATING DOCUMENTS RELATING TO
REQUESTS FOR LONG-TERM (120 OR MORE DAYS)
TRAINING. Nominating and/or endorsement ltitters,
transcripts, funding request forms, resumes, and related
documents at preparing activities.

Destroy 5 years after completion of training.

11. OTIIER FORMS AND CORRESPONDENCE.
Forms and correspondence relating to training, routine
requests for training information, and documents of a
transitory uitture which are not authorized for tiling on
the permiment side of personnel folders iit preparing
activities.

Destroy after completion or discontinuance of
training.

12. TRAINING AIDS.

a. One Cop y of Each Manual. Svllnhus. Textbook,
and Other Training Aid DeveloDed by the Navy.

Destroy 20 years after supersession.

b. Tri]inin~ Aids from Other Agencies or Private
Institutions.

Destroy when obsolete or superseded.

13. GENERAL FILE OF NAVY-SPONSORED
TRAINING.

a. CorresDondenc e. Memoranda, Agreements,
Authorizations. Rersorts, Requirement Reviews, Plisns,
and Obiect ives Relating to the Establishment and
O~eration of Training, Courses, and Conferences.

Destroy when 5 yeiirs old, or 5 years after completion
of a specific training program.

Destroy when 3 years old.

14. EMPLOYEE TRAINING F[LES. Correspondence,
memoranda, reports, and other records relating to the
ilvailability of training and employee participation in
training programs sponsored by other government
agencies or non-government institutions.

Destroy when 5 years old, superseded, or obsolete,
whichever is earlier.

15. COURSE ANNOUNCEMENT FILES. Reference
files of piunphlets, notices, catalogs, and other records
which provide information on courses or programs
offered by government or non-government organizations.

Destroy when superseded or obsolete.

SSIC 12412

EXECUTIVE Management/SUPERVISORY
TRAINING AND DEVELOPMENT RECORDS

1. SECRETARY OF T1lE NAVY (SECNAV) CAREER
FELLOWSIIIPS. Documents that contain nominations
for SECNAV Career Fellowships which conti~in
employment experience, educiition background,
identifying infornliltiou, comments on significant
professional/civic activities/organizations, data on selected
educational institutions, training objectives, training
through uon-government filcilities, summary request for
support of long-term training, nominee’s individual
training and development plan, undergmduute college
transcript, other transcripts, and other pertinent items in
support of the nomination and correspondence containing
endorsements and nominees and selection or non-selection
by appropriilte Assistilnt SllCNAV used to select
SECNAV Career Fellows ilt initiating activity and
receiving activity.

il. II Aom-oved.

l)estroy 2 years after notification of approval of
nominee.

b. If I)isumwoved.

Destroy 1 year after notification of disapprowd of
nominee.

2. GENERAL CORRESPONDENCE AND SUBJECT
FILES RELATING TO EXECUTIVE DEVELOPMENT
PROGRAMS.

Destroy when 3 years old.

b. Ilackuround and Work Pmers. 3. GENERAL CORRESPONDENCE AND SUBJECT
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FILES RELATING TO MANAGEMENT TRAINING
AND DEVELOPMENT PROGRAMS.

Destroy when 3 years old.

4. GENERAL CORRESPONDENCE SUBJEC~ FILES
RELATING TO SUPERVISORY TRAINING AN])
DEVELOPMENT PROGRAMS.

Destroy when 3 years old.

SSIC 12430

PERFORMANCE MANAGEMENT RECORDS

1. OFFICIAL PERFORMANCE RATINGS.

a. Ratings of Records and Perfornuusce Plans on
which thev are based, Snnunarv Ratings, and Close Out
Ratings with SUODorting Documents of Justification
Processed following 5 Code of Federal Regulations (CFR)
293 and 430. imd CPI 430 Activitv Instructions. Upon
approval, the DON Performance Appraisal Form
indicating such ratings and plans will be placed in the
official personnel folder, or a separate folder will be
established for the purpose of retention of performance
records. This Employee Performance Folder (E PF) will
be retained in the smne office (personnel) that [nilhrtiiins
the OPF or centrally as agreed by CPO nod i]ctivity
head.

(1) Perfornumce appraisal form and performance
plan.

Destroy 3 yeiws at’ter date of rating.

(2) Sopporting documents.

Destroy 1 year after date of rating.

b. Recommending Demotion or Removol when Such
Action is not EfYected.

Place in EPF or OPF, as appropriate. Desti-oy after
the employee hm completed 1 yeiw of acceptable
perfornutnce from date of written advance notice of
proposed demotion or removal.

c, Performance records superseded through au
~dministrittive , iudiciid. or aomi-iudicial orocedure.

Destroy when superseded.

do l~el.forlll~nce-related records Del”tainint? to ~1

former emolovee.

(1) Latest rating of record 3 yei]rs old or less,

perforrnaoce plan upon which it is based, and ony
SIU1uUOryril(irlg.

Place records on left side of the OPF and forward to
gaining Federal agency upon transfer or to NPRC if
employee separates. An agency retrieving on OPF
from NPRC will destroy when 4 years old or when

no longer needed, whichever is sooner.

(2) All other performance plans and ratings.

Destroy when 4 years old or when no longer needed,
whichever is sooner.

e. All other sonnmu-v Performance ams raisol records,
includin~ mrformance aDtrraisals and job elements and
standards uoon which thev are based.

I)estroy 4 years after dilte of appraisal,

f. So Dporting documents.

Destroy 4 years after date of appraisal or when no
longer needed, whichever is sooner.

g. Senior Executive Service (SES) Member’s
Performance Records.

Apply SSIC 12920, pi~r:i. 2.

h. Automated Files Which Contain Same or Similar
Informiltion M that Contained on the DON Performance
At)s)raisi]l FOCUI.

Destroy when 3 years old. (Retention beyond 3 years
permissible so long as data not used in researching a
decision affecting on employee where the ]]ii)rrual
copy of the appraisid hils been or should f~iivebeen
destroyed.)

2. PERFORMANCE RATINGS RECORDS OF
SEPARATING EMI’LOYEES.

a. Performance Amwaisal Records. Records
maintained under this system i]t tiu~e employee transfers
or resigus.

l’liice in OPF. Trousfer performance riltings of
record, close-out and summary ratings, idong with
the performance plan on which the most recent
rating wiis based to new (3’0 or NPRC.

b. Cfose-Out or Souunarv Ratings preIsared by
Supervisor When So Dervisor or l?m~loyee Leilves the
Position After Minimum Aor)riiisal Period.

Upon employee’s reassignment, records i]re
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forwarded to gaining CPO or to NPRC by losing
Cl’o.

3. PERFORMANCE RATING DOCUMENrAtlON
NEEDED IN CONNECTION WITII PROBABLE
CAUSES FOR LITIGATION (ONGOING
ADMINISTRATIVE, QUA! MJUDICAL, OR JUDICIAL
PROCEEDINGS).

Destroy when no longer needed to properly .
adjudicate the pending case(s).

4. PERFORMANCE RATING BOARD CASE FILES.
CO1’lES OF CASE FILES FORWARDED TO OPM

RELATING TO PERFORMANCE RATING BOARD
REVIEWS.

Destroy 1 year nfter case is closed.

SSIC 12431

WIT1[I1OLDING OF WITHIN-GRADE lNCRIASIS
RECORDS

1. FILES CONSISTING OF AN EMPLOYEE’S
PERFORMANCE RATING OF RECORD WITII WORK
EXAMPLES WIIICII ESTABLISH LESS TIIAN FUL1.Y
SUCCESSFUL PERFORMANCE; NOIICE OF
WITIII1OI.DING OF WITHIN-GRADE INCREASE
(WG1); EMP1.OYEES REQUEST FOR
RECONSIDERATION OF DENIED WGI; AND
DECISION CONCERNING SUC1l A
RECONSIDERATION REQUEST.

Destroy 3 years after WGI is gri~nted m- after”
separation, whichever is earlier.

SSIC 12432

UNACCEtWABLE PERFORMANCE ACf’ION
RECORDS

1. CASE FILES CONSISTING OF AN EhlPLOYIH1’S
PERFORh~ANCE RATING OF RECOR1) WITI1 WORK
EXAMPLES WIIICI1 ESTABLISI1 UNACCEPTABLE
PERFORMANCE AND SERVE AS THE IIASIS FOR
REASSIGNMENT, DEMOTION, OR REMOVA1.. ‘1’he
file includes a copy of the notice of unacceptable
perfor-mance nnd opportunity period to improve; notes,
work examples, and performance ratings documenting
performance deficiencies; a copy of the proposed adverse
action with supporting papers; the employee’s reply;
notice of decision; and nppenl and grievnnce records,
including decisions.

Destroy 4 yeiu+safter cnse is closed.

SSIC 12450

GENERAL EMPLOYEE RICOGNITION AND
INCENTIVES RECORDS

1. GENERAL AWARDS RECORDS.

a. Case Files. Files including recommendations,
npproved nominations, memornnda, correspondence,
reports, and related hnndbooks pertaining to ngency-
sponsored cnsh and non-cnsh awards such as incentive
awards, within-grade merit increases, suggestions, and
outstnndirsg performance.

Destroy 2 yenrs nfter approval or disapproval.

b, Correspondence or Memoranda. Files pertiiining
to awnrds from other government agencies or privnte
organizations.

Destroy when 2 yeiirs old.

2. LENGT1l OF SERVICE AND SICK LEAVE
AWARDS FILES. Records including correspondence,
memoranda, reports, Conipoti]dom of service tind sick
Ienve, i]nd list of awardees.

Destroy when 1 year old.

3. LE’l”llRS OF COMMENDATION AND
APPR1C1ATION, Copies of letters recognizing length of
service iilid retirement and letters of appreciation and
conunendat ion for performance. (Exclude copies filed in
the 01’F.)

Destroy when 2 years old.

4. LIST OR INDEXES TO AGENCY AWARD
NOMINATIONS. List of nominees and winners nnd
indexes of nominations.

Destroy when superseded or obsolete.

5. DEPARTMENT’AI. LEVEL AWARDS FI 1,1;S.
Records relating to awards made at the depnr-tmental
level or higher (Presidential, Secretarial, etc.).

Disposition not upproved pending NARA’s evaluation
of departrnentnl level nwards on a Department of
Defense-wide basis.

SSIC 12451

lNCENTIV1 AWARDS RECORDS

1. lNCENflVE AWARDS PROGRAM REro]vrs.
Reports pertaining to the operation of the Incentive
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Awards Program.

2.

Destroy when 3 years old.

ALL OTIIER RECORDS.

APpiy SSIC 12450.

$SIC 12452

SUGGIISTION SYSTEM RECORDS

1. GENERAL CORRESPONDENCE FILES. Files
relating to the Navy beneficial suggestion program,
involving program standards, organization, procecfu res,
and awards.

Destroy when 2 yeiux old.

2. BENEFICIAL SUGGESTION CASE FILES.

Apply SSIC 12450, para. la.

SSIC 12470

PERSONNEL R12SEARCII PROGRAMS ANI)
DEMONSTRATION PROJECTS RECORDS

1. RECORDS COVERING PROJECT PLANS,
APPROVAL I.ETllHM AND BUDGET DOCUMENTS
AUTI1OR1Z1NG PROJECT EVALUATIONS,
REI>ORTS, ~rc.

Destroy when superseded or no longer required.

SSIC 12500-12599

POSITION CI.OSSIFICATION. PAY, AND
ALLOWANCES RECORDS

jW[c 12500

GENERAL POSITION CLASSIFICATION, PAY AND
AI. I.OWANCES RECORDS

1. WAGE AND CLASSIFICATION CONtWOL CARD
RECORDS. Progress or control records reflecting action
taken on requests for wage rates and on reports for
classification action.

Destroy at end of cidendar year following year in
which actiou was taken.

2. RECEIJ>TS FOR CHECKS.

a. Divisional Check Receiots for Blocks of Checks for
(heratinc Units.

Destroy when 1 month old.

b. Receipts for Other Checks and Savings Bonds.

Destroy when 3 months old.

c. Records or Receirsts for Checks Mailed to
EmDloyees.

Destroy when 3 months old.

3. VISIBLE INDEXES OF ALL EMPLOYEES,
GIVING NAMES, DIVISIONS, AND CHECK
DISTR1BUTION CODE NUMBERS, OR CWIIIR
SIMILAR INFORMATION.

Destroy when individual index record is superseded
or obsolete.

SSIC 12511

CLASSIF[CATION UNDER TIIE GENERAL
SCIIKI)ULE RECORDS

1. POSITION CLASSIFICATION FILES.

a. l’osition Classification Standards Files.

(1) Stnndards. OPM standards determining title,
series, ilnd grade hased on duties, responsibilities, and
qualifications requiremeots.

Destroy when superseded or obsolete.

(2) Development, OPM drafts of classification
standards or memoranda, correspondence, and other
records relilthlg to the development of standards of
ctiissificiition of positions peculiar to the agency and OPM
approviil or dkapproval.

(ii) IIROC.

Destroy 5 years after po.shion k abofished or
description h superseded,

(h) Participating activities.

Destroy when new stiusdard is received.

b. Position l)escri~tion. Files describing estid)lished
positions including infornlatiors on title, series, grilde,
dudes, and responsibilities.

(1) Record Copy.

Destroy 2 years after poshion k abolished or

description h superseded.
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income. )

a. IIROC—.

Destroy 20 years after superseded.

b. Activities and lIROC IIeadou;wters i)lld Regional
OffIces—.

Destroy 5 years after superseded.

7. CIVILIAN MARINE WAGE SCIIEDULES AN1)
INS’I’RUCTIONS. Wage schedules, hours of work, and
other instructions for civilian marine employees employed
on Military Seafift Command (MSC) ships and related
correspondence at HROC; Commander, MSC (COMSC);
and other MSC activities.

Destroy 20 years after superseded.

8. ENVIRONMEN~AL DIFFERENI’IAL PAY (121)1’).
Instructions, Comptroller General (COMPTGEN) and
OPM decisions, and related correspondence at HROC
and other activities.

Destroy when pertinent H)]> category is aholisbed or
superseded with revised instructions,

9. NOTIFICATION OF AFFIRMATIVE
DETERMINATION OF ACCEPTABLE LEVEL OF
COMPETENCE FOR GENERAL SCIIIHXJLE WIT1llN-
GRAIX3 INCREASE. Whatever form is used by
individual activities (at all activitiw) and used to notify
employees of their acceptable level of competence jmd to
notify C1’0s of such o determination.

Destroy when within grade increase has been effected
and employee hi]s been notified.

10. PAY COMPARABILITY RECORDS. Writttn
narratives and computerized transaction registers
documenting use of retention, relocation and recruitment
bonuses, allowances, and supervisory differentials under
Federal Employees Pay Comparability Act.

Destroy after 3 subsequent reports have been filed,

SSIC 12534

PAY UNDER OTIIER SYSTEMS RECORDS

1. RECORDS COVERING DETERMINATION OF PAY
FOR TRAINEES IN Government IK)SPJTALS AN)
SCIENTIFIC AND PROFESSIONAL POSITIONS
REQUIRING SPECIALLY QUALIFIED PERSONNEL.

Apply SSIC 12532.
SSIC 12536

GRADE AND PAY RETENTION RECORDS

1. RECORDS COVERING PROCEDURES FOR
REDUCTION IN GRADE CRITERIA FOR GRANTING
SAVE GRADE AND PAY. Files describe various
methods and protections of affected civilian employees.

AI)j]ly SSIC 12532.

SSIC 12550

GENERAL PAY ADMINISTRATION RECORDS

1. 1NFORMATION COPIES OF PAYROLLS. Records
covering items such as premium pay, lump sum payment
for annual leave allotments, and assignment of pay,
severance pay, back pay, imd pay for irregular or
intermittent duty involving unusual physical hardship or
hazard.

Destroy when 4 years old,

SSIC 12551

FAIR LABOR STANDARDS ACT RECORDS

1. RECORDS PERTAINING TO MANAGEMt?Nr AND
PROC1;SSING OF EM1,I,O~E lss~s RFLATEI) TO

TIIE IMPLEMENTATION OF AN ACT.

Destroy when 6 ytiilrs old.

SSIC 12553

DIDUCTIONS FRORI CIVILIAN PAY FOR
INCREASES IN UNIFORMED SERVICES RETIRED
OR RETAINER PAY

1. FILES PERTAINING TO DEDUCTIONS FROM
CIVILIAN FEDERAL EMPLOYEE PAY TO OFFSET
ANY COST OF LIVIN(; ALLOWANCE (COLA)
INCREASES SUCH EMPLOYEES RECEIVE1) IN
MILITARY RETIRED OR RETAINER PAY DURING
FISCAL YEARS 1983, 84, AND 85. OPM has since
revoked these regulations per section 2203 of the Deficit
Reduction Act of 1984 which repealed section 301(d) of
the Omnibus Budget Reconciliation Act of 1982. The
statutory amendment Wiis effective 18 July 1984.

Retaio until superseded, obsolete or no longer
needtid.

SSIC 12570

IrI-12-18



SECNAVINST 5212.5D
22 April 1998

GENERAL TRAVEL ANI) TRANSPORTA’I’1ON
RECORDS

1. RECORDS AND FORMS (INCLUDING TRAVEL
ORDERS, REQUESTS FOR REIM13URSEMIlNT,
TRANSPORTATION REQUESTS, AND ASSOCIATED
DOCUMENTS) RELATED TO OFFICIAL
GOVERNMENT TRAVEL.

Destroy when 3 years old.

SSIC 12571

TRAVEI. AND TRANSPORTATION FOR PRE-
EMJ’LOYMENT INTERVIEWS AND R]; CRU[TMENT
RECORDS

1. TRAVEL RECORDS. Files such as travel requests,
transportation requests, expenses, and per diem
associated with pre-employment recruitment and
interviews.

Destroy when 3 years old.

SSIC 12591

ALLOWANCES AND l)lFFERENTIAI.S PAYAII1,E IN
NON-FOREIGN AREAS RECORI)S

1. PAY RECORDS GOVERNING TIIE
ESTAIILISIIMllNT AND MAINTENANCE OF
ALLOWANCES ANl) DIFFERENTIALS, AGENCIES,
AND EMPLOYEES AFFECTED.

Destroy when 4 years old.

SSIC 12594

ALLOWANCES FOR UNIFORMS RECORDS

1. GENERAL CORRESPONDENCE. Files dealing with
allowances for uniforms worn by civilian employees
working for the DON and allowances authorized.

Destroy when 2 years old.

SSIC 12595

PIIYSICIANS COMPARABILITY ALLOWANC1;
RECORDS

1. RECORDS PERTAINING TO PIIYSICIANS
COMPARABILITY ALLOWANCE AND ELECTION
FOIMIS.

Destroy when superseded, obsolete, or no longer
needed.

SS1 12600-12699

ATIWNDANCi? ANl) 1.EAVE RECORI)S

SSIC 12600

GENERAI. A’ITENI)ANCII AND LEAW. RECORDS

1. GINURAL ATTENDANCE AND LEAVE
RECORDS.

Destroy when 4 yeiws old.
Destroy when 4 years old.

SSIC 12592
SSIC 12610

OVERSEAS ALLOWANCES AND l’os’~
DlFF13REN~JALS RECORDS

1. GENERAL CORRESPONDENCE, Files dea~og with
paynlent of allowance differentials and living quarters
while in foreign areas.

Destroy when 4 years old.

SSIC 12593

SUI)SIST13NCE, OUARTERS, AND LAUNDRY
RECORDS

1. G13NERAL CORRESI’ONDENCE. Files reliited to
civilian employees stationed outside the United States
entitled to subsistence rights and COIJUIliSSilry,mess, and
laundry privileges.

HOURS OF DUTY RECORDS

1. Tlhlll AND ATTENDANCE SOURCE RECORDS.
All time and attendance records upon which leove input
data is hased, such as time or sign-in sheets; time cards
(such as OF 1130); flexitime records; leave nppliciitions
for jury and ntilitary duty; and authorized pre!niunl pay
or overtime; maintained at duty post, upon which leave
input diltil is based. Records may be in either nulchine-
readitble or paper form.

Destroy after GAO itudit or when 6 years old;
whichever is sooner. (GRS 2.7)

2. TINIE AND A’MWNDANCE INPUT RECOR1)S.
Records in either paper or machine readable form used
to input tiu~e and attendilnce data into a payroll system,
maintained either by agency or payroll processor,
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Destroy after GAO audit or when 6 years old,
whichever is sooner. (GRS 2,8)

3. OVERTIME AUTHORIZATION REQUESTS.
Documents used at all activities to officially order the
approval of overtime.

Destroy when 4 years old.

SSIC 12620

ALTERNATE WORK SCIIEI)ULE RECOR1)S

1. DOCUMENTS SIIOWING ALTERNA11}7E WORK
SCID?A)ULES SUCH AS FLEXITIME ANl)
COMPRESSED SCIIEDULES.

Destroy when 2 yenrs old.

SSIC 12630

AI)SENCE AND I,EAVE RECORDS

RECORDS COVERING SUCH LEAVE AS COURT,
FUNERAL, EXCUSEI) ADSENCI?, I.EAVE WITIIOUT
PAY, AND MATERNITY LEAVE. ALSO COVERED
IN THIS SERIES IS SIIORE LEAVE FOR PERSONS
ON VESSELS, I1OME LEAVE FOR PERSONS
WORKING OUTSIDE TIIE UNITED STATES, AND
MILITARY LEAVE FOR RESERVISTS.

1. ABSENCE AND LEAVE. All applications for leave
and supporting papers, including reports of absence
without authority and tardiness reports, such as
Appficiltion for Leilve (SF 71) and Record of Leave Data

(SF 1150), used by employees to request Ieilve, by
supervisors to approve leave, and are maintained with
employees’ leave records.

a. ~.

(1) If the tinlecard/tin~e sheet has been initialed by
the employee.

Destroy at the end of the pay period.

(2) [f the tinlecard/tin~e sheet has not been initialed
by the employee.

Destroy after Government Accounting Office ~GAO)
audit or when 3 years old, whichever is earfier,

b. SF 1150-.

(1) Original.

File on right side of OPF.

(2) Copies.

Destroy when 3 years old.

2. l)ONATED LEAVE PROGRAM CASE FILES. Case
files documenting the receipt and donation of leave for
medical emergencies, including recipient applictitions,

agency ilpprovafs or denials, medical or physician
certifications, leave donation records or OF 630-A,
supervisor/timekeeper approvafs, leave transfer records,
payroll notification records, and leave program
termination records.

Beginning in January 1994, destroy 1 year after the
end of the year in which the file is closed.

SSIC 12700-12799

GENERAL PERSONNEL RELATIONS AND SERVICES
RECOR1)S

SSIC 12700

GENERAL EMPLOYEE RELATIONS AND SERVICES
RHX)R1)S

1, (; ENERAL CORRESI’ONDENCE FILES RELATING
TO ENIPLOYEE RELATIONS AND SERVICES.

I)estroy when 2 years old.

SSIC 12711

LAIK)R RELATIONS RECORDS

1. LADOR RELATIONS GENERAL AND CASE
FILES, Correspondence, memoranda, reports, and other
records relating to the relationship between milnagement
and labor organiziitions (unions) or other groups,

il. Office negotatiug agreement.

I)estroy 5 years after expiration of agreement. (GRS
1.28il)

b. Other offices.

Destroy when superseded or obsolete. (GRS 1-28a)

2. LABOR ARBITRATION GENERAL AND CASE
FILES, Correspondence, memoranda, reports, unit
certifications, negotiated ilgreements, and case files (such
as Unfair Labor Practice charges, negotiability disputes,
unit clarificistion or decertifici~tion petitions) relating to
labor arbitration cases.

111-12-20



SECNAVINST 5212.5D
22 April 1998

Destroy 5 years after final resolution of case. (GRS
1.28t))

SSIC 12713

EOUAL EMPI.OYMENT OPPORTUN ITY RECORDS

1. DK3CRIMINATION COMPLAINT RECORDS.

a. Records Created in Receiot rmd Processing of
Individual nnd Class Complaints of Discrimination hy
Emr)lovees or As@icants as Described by 29 CFR Part

u.

(1) Activities where complaint is tiled (preparing
activities).

Destroy 4 years after final resolution of case.

(2) IfROC, CMC (MPC-30), and Employee Appeals
and Review Board (EARfl).

Destroy 3 years after final resolution of case.

h. Conies of comolaiut case files. Duplicate case tiles
or documents pertaining to case files retained in Official
File Discrimination Complaint Case Files.

f. Emotovee hoosiug reauests. Forms requesting
agency assistance in housing matters, such as rental or
purchase,

Destroy when 1 year old.

g. f3nmlovrrreut statistics files. Employment stiltistics
r’eliitkg to race and sex.

Destroy when 5 years old.

NOTE: Master files and data bases created in
central data processing facilities to supplement or
replace the records covered in SSIC 12713 are not
iluthorized for disposal under the GRS. Such fUes
must he scheduled on an SF 115.

h. EEO eeneral files. General correspondence and
copies of regulations with related records pertaining to
the Civil Rights Act of 1964, the EEO Act of 1972, i~nd
any pertinent later legislation, and agency EEO
Committee meeting records, including minutes and
reports.

Destroy when 3 years old, or when superseded or
obsolete, whichever is applicable.

SSIC 12720
Destroy 1 year after resolution of case.

c. Background Documents Pertaininsr to the Case hut
not Included in Case Files and Conmlaint Counsetin&
Status, and Disposition Res)orts and Sumnuu-ies .
Maintained W PreDaring Activities, HROC, find EARfl.
Includes follow-up transmittal correspondence from
external organizations, e.g., Equal Employment
Opportunity Commission (EEOC), Merit Systems
Protection Boi\rd (MSPB), and Congressional inquiries.

Destroy 2 years after final resolution of case.

d. Records documenting coumlaints that do not
develon into official discrimination cou]~li~int coses.

Destroy when 2 years old.

e. Comr)liarrce Records.

(1) Compliance review tiles. Reviews, background
documents, and correspondence relating to contractor
employment prirclices.

Destroy when 7 years old.

(2) INN) compliance reports.

Destroy when 3 years old.

AFFIRN!ATIVE EMPLOYMENT PROGRAM
RECORDS

IT 1S TIII? RESPONSIBILITY OF THE DON OR
Processing AcTIvrrY TO MAINTAIN TIIE
COMPLETE CASE FILE TO INCLUDE ALL
RELATED RECORDS (I. E., MERIT PROMOI1ON
FILE) ON ALL D1SCRIM1NATION COMPLAINTS
WIIILII TIIE COMPJ.AINTS ARE BEING
PROCESSED.

1. MINORITY AND W’OMEN CENSUS REPORTS.
Census data on minorities imd women as of 31 March
and 30 Septeruher.

a. IIflOC—.

Destroy 5 years after superseded,

b. Nf:tior Comnumds and Activities.

I)est roy 3 years ii!t er superseded,

2. ],[,ANNF~ ~sou]{cEs FOR EFO

ADh!INISTRATORS. Annual planned and allocirted
resources.
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a. llROC—. numerics I goals program at HROC, preparing m:~ or
commands, and preparing activities.

I)estroy 5 years after superseded.
Destroy 3 years after superseded,

b. l’remwin~ Maior Activities and Pres)aring
Activities. 8. UPWARD MOBILITY PROGRAM REPORT.

Positions identified and filled during preceding fiscal year
by series, trainee level, imd target level.Destroy 3 years after superseded.

3. CERTIFICATION OF QUALIFICATION OF I?EO
1’ROGRAM ADMINISTRATOR OFFICIALS. Annual
certification of EEO officials.

a, llROC—.

Destroy 5 years after superseded.

a. IIROC—. b. l’re~aring Maior Commands and Prenaring
Activities.

Destroy 3 years after superseded.
Destroy 3 years after superseded.

b. l’renarin~ Maior Activities and Preoaring
Activities. 9. lIAN1)lCAPPED PROGRAM REPORTS.

Destroy 1 year after superseded. a. I[R(}C—.

4. SEMI-ANNUAL NARRATIVE REPORT OF
AFFIRMATION ACTION PLAN (AA]’) AND
SIGNIFICANT ACCOMPLISHMENTS. Status of AAI’
and other significant EEO achievements at lIROC,
preparing m,~or commands, and preparing activities.

l)estroy 5 years after superseded.

h. Preoorinu Maior Commands and Preoar-ing
Activities.

l)estroy 3 years after superseded.
Destroy 1 year after superseded.

SSIC 12731

5. AAI’s. Annual planned action items.
SUI’I’AIIII.ITY RECORDS

a. lIROC and I’reRarina Maior Commands. (Agency
copy of consolidated AAP.) 1. RECORDS RELATING TO THE SUITABILITY OF

INDIVIDUAL PERSONNEL. Records relating to the
chari]cter, reputation, iind fitness of individuals Ior
government employment of personnel under
consideration for positions with DON.

Destroy 5 years from date of plan.

b. Preparinp Activities. (Agency feeder plao to
consolirhte AAP(s).)

Dwtroy 4 years after separation or transfer of
employee.Destroy 5 years from date of feeder plan or when

administrative purposes have been served, whichever
is earlier. SSIC 12732

6. NUMERICAL GOALS ESTABLIS1ll;D. llsti~hlished
goals for succeeding fiscal year.

PERSONNEL SECURITY PROGRAM RECORDS

1. PIRSONNEL SECURITY CASE FILES.
Adjudications and written reviews; OPM and Defense
investigative Service (1)1S) reports of investigation
produced under the authority of Executive Order 10450,
ns amended, or any other security of loyalty program.

a. IIROC—.

Destroy 5 years after superseded.

b. Pre~aring Mfiior Commands and Preoaring
Activities. il. lIROC—,

Destroy 3 years after superseded, Trimsfw to WNRC when no longer required for
administrative purposes. Destroy 15 years after date
Of last ilction.7. NUMERICAL GOALS ACIIIEVED. Report of
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b. Other act ivitie$. Investigate material furnished by
OPM and INS.

Destroy when purpose is served.

2. CERTIFICATE OF PERSONNEL INVESTIGATION,
CLEARANCE. AND ACCESS.

Destroy 2 years after transferor separation of
employee.

SSIC 12733

POLITICAL ACTIVITY OF FEDERAL EMPLOYEES
RECORDS

1. ],OL]CY ~~ pRocED~s GovE~[NG

PERMISSIBLE AND PROIIIBITED ACTIVITIES,
POLITICAL CONTRIBUTIONS, AND EXCEPTIONS
OF CERTAIN ELECTIONS.

Destroy when superseded or obsolete.

SSIC 12734

HOLDING STATE OR LOCAL OFFICE RECORDS

1. REPORTS, CORRESJ’ONDENCE AND RELATED
MATERIAL REQUIRED TO BE FILED BY ANY
CIVILIAN EMPLOYEE 11OLDING ANY STATE OR
LOCAL PUBLIC OFFICE OR APP01NTMf3N1’, Any
infornwtion concerning such office or a ppointnwnt filed
by another person or entity.

Destroy 2 years after employee leaves public office or
appointment.

SS[C 12735

EMPLOYEE R13SPONS1B11.I”f’IES AND CONDUCT
RECORDS

1. RECORDS COVERING STATEMENTS OF
EMPLOYMENT AND FINANCIAL INTEREST AND

CONFLICTS OF INTEREST SUCH AS MISUSE OF
INFORMATION AND ACCEPTANCE OF Glk”f13. (Use
of government property, bribery and graft, disloyalty,
and striking.)

a. Standard of Conduct Files. Correspondence,
memoranda, and other records relating to codes of ethics
and standards of conduct.

Destroy when obsolete or superseded.

b, Conflict of Interest Case Files. Statement of
employment tmd related records.

Destroy when 6 years old; except that document
needed in an ongoing investigation will be retained
untilno longer needed in the investigation.

SSIC 12736

INVESTIGATIONS RECORDS

1. ANY REPORT OF INVESTIGATIONS, WI IETIIER
FORMAL OR INFORMAL, NOT COVERED BY
ANOTIIER REPORTING REQUIREMENT,
CONCERNING CIVILIAN PERSONNEL.

Destroy when purpose is served.

SSIC 12751

T)ISCIPLINE RECORDS

1. ENIPI.OYEE DISCIPLINARY ACTIONS.
Documents, reports of pre-action investigation, and
related correspondence on employee disciplinary fictions.
Filed by name of individual employees other thiln those
disciplinary records that must be filed on the right
(perulimeno side of employee’s OPF.

Destroy when 3 years old.

2. SURVEYS AND STUDIES. Documents and reports
relating to general disciplinary Imtters at offices,
commands, bureaus, i]nd nativities.

l)estroy when 5 yem-s old.

SSIC 12752

A1)V)MW ACTIONS BY AGENCIES RECORDS

1. ADVERSE ACfTONS FILES, Case files ond related
records created in processing an adverse action

(disciplinary or nou-disciplkmry removal, suspension,
demotion, leave without pay, or reduction-in-force)
agninst an employee, The file includes copies of the
notice of proposed adverse action with supporting pfipers;
statements of witnesses; empIoyee’s reply; notice of
decision; and appeaLs records such as i~ppeal forms or
letters, beuring notices, reports, and decisions. (Letters
of repriulimd are excluded.)

Destroy 4 years after the case is closed.

SSIC 12754

SUITABILITY DISOUAI.lFICATION ACTIONS

1. (ml AmmRSE AcTION FILES,
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Destroy 4 years after case is closed.

SS[C 12771

GRIEVANCE SYSTEM RECORDS

1. EMPLOYEE GRIEVANCES. The officiul records of
the grievance tile including statement of grievance,
records or copies of records, reports of interviews, the
record of the hearing if a hearing is held, fact finder’s
report of findings and reconunendation if fact finding is
conducted, the deciding official’s decision, and other
related correspondence.

Destroy 4 years after case is closed.

1. INDIVIDUAL IIEALTII RECOI?I) FILES. Cards
which contain such information as date of employee’s
visit, diiignosk, and treatment.

Destroy 6 years after last entry.

2. lIk~ALTII UNIT CONTROL FILES. Logs or
registers reflecting daily number of visits to dispensaries,
first aid rooms, and health units.

a. Information Summarized on Statistical Reports.

Destroy 3 months after last entry.

b. information not Sonnniwized on Statistical

l@!?l!S.
SSIC 12772

l)estroy 2 years nfter last entry.
APPEALS TO THE MERIT SYSTEMS PROTECTION
BOARD (MSP1l) RECORDS

1. RECORDS, JUSTIFICATIONS, COMPLAINT
FORMS, AND BACKGROUND INFORMATION
ASSOCIATED WITII APPEALS SENT TO NISPII.
Correspondence received from MSPD and decisions.

Destroy 4 years after final decision is issued.

2. MERIT PROMOTION CASE FILES. Records
relating to the promotion of an individual that document
qualification standards, evaluation methods, selection
procedures, and evaluations of ciuldidates.

Destroy after OPM audit or 2 years after the
personnel action is completed, whichever is sooner,

SSIC 12790

SERVICES TO EMPLOYEES RECORDS

RECOR1)S COVERING INFORMATION SIRWCI;S,
SPECIAL SERVICES, FINANCIAL SERVICES,
DECEDENT AFFAIRS, AND CIVILIAN
NONAPPROPRIA’I’EI) FUNI)S (NAF). (SEE AI.S()
SSIC 5380)

.

1. EMPLOYEES OF CIVILIAN NAFs. Personnel, pay,
health and on-the-job injury records at the employing
NAF.

c. Copies of Wittktical summaries and relmrts with
related papers Derttiioing to eumlovee health, retain by
the rem)rting unit.

I)estroy 2 years after date of summary or rei)ort.

3. lNI)IVIDUAL EMPLOYEE HEALTII CASE FILE
ALREADY IN FRC’S CREATED PRIOR TO
ESTAl\LISIIMllNr OF EMF SYSTEM. Forms,

correspondence, and other records relating to an
emplo yee’s medical history, occupational inj uries or
diseilses, physical examinations, and all treatment
received in the health unit. (Exclude pre-employment
pbysicill examinations iind disability retirement md
fitness for duty examinations which are filed in 01’17
upon separistion of employee (ReE FPM Supplement
293-31.))

4. EMPLOYEE MEDICAL FOLDERS (EMF).
Employee Medical Folders of civifian employees
(including non-U.S. citizens of the Navy or Marine
Corps, including a copy of Certificate of Medical
13xil]liiniltion (SF 78)) (original is filed in employee’s
Offkial Personnel Folder), and certain X-rays as
specified in paragraph 4a, below.

Apply GRS 1, Items 21a(l), 21a (2), or 21b,
whichever is Opplicilble.

a. Long-term medical records as defined in 5 CFR
part 293, slib~ilrt F..

Destroy 6 months after separation.
(1) Transferred employees.

SSIC 12792

FE1)ERAL EMPJ,OYEIS OCCUPATIONAL lIEAI,TII
AND COUNSELING PROGRAM RECORI)S

See 5 CFR part 293, sobpart E for instructions.

(2) Sepimted employees.
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Transfer to Nationnl Personnel Records Center
(? WRC), St. Louis, MO, 30 days after Separittion.
NPRC will destroy 75 years after birtb date of
employee; 60 years after date of the earfiest
document in the folder, if the date of birth cannot be
ascertained; or 30 years after latest separation,
whichever is later.

b. Temuorarv or short-term records as defined in the
~.

Destroy 1 year after separation or transfer of
employee.

c. Individtml Enmlovee lIealth Case Files crei]ted
prior to establishment of the EMF svstem that have heen
retired to an FRC.

Destroy 60 years after retirement to FRC.

NOTE: Mitster files and data bases created in centrill
data processing facilities to supplement or replace the
records covered in EMF are not authroized for disposal
under the GRS. Such files must be scheduled on an SF
115.

Destroy when 5 years old.

7. FEDERAL WORKPLACE DRUG TESTING
PROGRAM FILES. Drug testing program records

created under Executive Order 12564 and Public Law
100-71, Section 503 (101 Stat. 468), EXCLUDING
consolidated statistical and narrative reports concerning
the operation of agency programs, including ~[lnuiil
reports to Congress, as required by Public Law 100-71,
s03(f). This authorization does not apply to oversight

program records of the Office of Personnel Management.

a. DroE test sslans and m-ocedures, EXCLUDING
documents that are tiled in records sets of formal
isSuilOCeS(directives. nrocedures handbooks. o~ernting
manuals, and the like.)

(1) Agency copies of plans and procedures, with
related drafts, correspondence, memoranda, and other
records pertaining to the development of procedures for
drug testing programs, including the determination of
testing incumbents in designated positions.

Destroy when 3 yeiu”s old or when superseded,
obsolete, or no longer needed, whichever is Inter.

(See note (2))
d. X-ravs of Chilian Emdovees.

b. Emplovee acknowledgement of notice forms.
Destroy when 5 years old, EXCEPT that x-riiys of
positive pathological findings that are not Niltk h
nature, and one representative of those thi]t are static
in nilture, will be filed in and retained with the
Employee Medical Folder (EMF).

e. Industrial Health Reuort Data Sheets.

(1) Forms completed by employees whose positions
are designated sensitive for drug testing purposes
acknowledging that they have received notice that they
mtiy be tested.

I)estroy when employee separates from testing-
designated position. (see note (2))

Destroy when 2 years old.
c. Selection/schedu lingrecords.

5. CIVILIAN EMPLOYEE ASSISTANCE PROGRAM
RECORDS.

a. Correspondence, Records, ReDorts, and Survevs
Relatirw to General Program Administration.

Destroy when 2 years old.

b. Ci]se Files, Counseling itnd Referml Records, and
Other Materiill Re[iithiz to Individual Enmlovees.

Destroy 2 years after separation of employee.

6. OCCUPATIONAL lNJURY AND ILLNESS FILES.
Reports and logs (including OSIIA Forms 100, 101, 102,
and 200, or equivalents) maintained as prescribed in 29
CFR 1960 and OSIIA pamphlet 2014 to document all
recordable occupational injuries and ilfnesses for each
establishment.

(1) Records relilting to the selection of specific
employ ees/appficsmts for testing and the scheduling of
tests. Included are lists of selectees, notification letters,
and testing schedules,

Destroy when 3 years old. (See note (2))

d. Records relilting to the collection and handlirw of
srsecimens.

(1) Permanent Record Books. Bound books
containing identifying diita on each specimen, recorded at
each collection site in the order in which the specimens
were collected,

Destroy 3 years after date of last entry. (See note
(2))
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(2) Chain of custody records. Forms and other
records used to maintain control and accountability of
specimens from the point of collection to the finill

disposition of the specimen.

Destroy when 3 years old. (See note (2))

e, Test results.. Records documenting hdividaill test
results, including reports of testing, notifications of
employees/applicants and employing offices, and
documents relating to followup testing.

(1) Positive results.

Disposition not authorized.

(2) Negative results.

Destroy when 3 years old.

NOTES: (1) disciplinary action case files pertiiining to
actions taken against employees for drug use, drug
possession, fililure to comply with drug testing
procedures, and similar matters are covered by SSIC
12754 which authorizes destruction of records between 4
years after the case is closed. (2) Any records covered by
SSIC 12792.7 that are relevant to litigation or
disciplinary actions should be disposed of no earlier than
the reiiited litigation or adverse action case file(s).

SS[C 12800-12899

INSURANCE ANI) ANNUITIES RECORDS

SSIC 12800

GENERAL INSURANCE AND ANNUITIES RICORI)S

1. CARRIER COPIES OF IIEALTII B13Nk;F1TS
REGISTRATION FORM ON NON-ENROLLED
EMPLOYEES.

Destroy upon receipt.

2. COPIES OF lIEALTH BENEFITS REGIS’1’RATION
FORM FOR ELIGIBLE EMPLOYEES USED 10
DETERMINE EMPLOYEE ELIGIBILITY FOR
HEALTII BENEFITS UPON RETIREMENT.

File on right side of OFF.

Ss[c 12810

lNJUR Y COMPENSATION RECORDS

1. PERSONAL INJURY FILES, Compensiltion forms,
reports, and related medical and investigative

correspondence (other than copies in OPF and copies
submitted to the Department of Labor) relating to on-the-
job injuries,

Cut off on termination of compensation or when
deadline for fiting a claim has passed. Destroy 3
years after cutoff.

SSIC 12831

CIVIL SERVICE RETIREMENT SYSTEMS RECORDS

Q!lS)

1. GENERAL CORRESPONDENCE AND SUBJECT
FILES. FILES RELATE TO GENERAL
ADMINISTRATION AND OPERATION OF TIIE CSRS.

Destroy when 3 years old.

2. RECORI)S AND FORMS PERTAINING TO AN
EMPLOYEE’S EI,IG]lIILITY TO RETIRE AND
PARTICIPATION IN TIIE TIIRIFT SAVINGS PLAN.

File on permanent side of OPF.

SSIC 12832

SOCIAI, SECURITY RETIREMENT, SURVIVORS
INSURANCE, DISAB1l.lTY INSURANCE, AND
MEDICARE RECORDS

1. GENERAL COIUUISPONDENCE FILES.

Destroy when 3 years old.

SSIC 12841

FEDERAL EMPLOYEES’ RETIREMENT SYSTEM
RECORDS (F13RS)

1. GENERAL CORRESPONDENCE AND SUBJECT
FILES. Files reliite to general administration and
operation of FERS (including coverage, basic annuity,
death benefits imd refunds, disability, and debt
collection). Also tiles thilt address both CSRS and FERS.

Destroy when 3 yei~rs old.

2. RECORDS AND FORMS PERTAINING TO AN
EMPLOYEE’S TRANSFER TO FERS,
PARTICIPATION IN TItE THRIFT SAVINGS PLAN
AND ELIGIBILITY TO RETIRE.

File on permanent side of OPF.

3. API’EAI.S PERTAINING TO FERS ERROR
CORRECHONS.
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Destroy 4 years after decision. S17 of the FEIIB IIaudbook.

4. RETIREMENT ASSISTANCE FILES.
Correspondence, memoranda, annuity estimates, it[]d

other records used to assist retiring employees or
survivors clainl insurance or retirement benefits.

Destroy when 1 year old.

SSIC 12850

JNEM1%OYMENT BENEFITS RECORI)S

1. RECORDS GOVERNING UNEMI’LOYkIEN~
BENEFITS FOR FEDERAL CIVILIAN EMPLOYEES,
ELIGIBILITY REQUIREMENTS, AND PROCEDURES
FOR FILING.

Destroy when 3 years old.

SSIC 12870

LIFE INSURANCE RECORDS

1. RECORDS PERTAINING TO LIFE INSURANCE,
ELECTION, COVERAGE, AND DES1GNATION OF
BENEFICIARY.

Destroy when superseded, obsolete or no longer
needed.

SSIC 12890

HEALTII INSURANCE

1. RECORDS PERTAINING TO ID3ALTII
INSURANCE REGISTRATION, ENROLLMIZNT AND
WITIIllOLDINGS.

Destroy when superseded, obsolete or no longer
needed.

2. DENIIW MEALTII BENEFITS REQUESTS UNDER
S1’OUSE EQUITY. Denied etigibifity files comisting of
applications, court orders, denial letters, appeill letters,
and reli~ted papers. (See note).

a. IIenlth benefits denied, not armealed.

Destroy 3 years after deninl.

b. Ilealth benefits denied. aODealed to 01’M for
reconsideration.

(2) Appeal unsuccessful-benefits denied.

Destroy 3 years i)fter denial.

NOTE: Pursuant to Subchapter S17 of the FEUD
Handbook enrollment files of spouses efigible for benefits
are transferred to OPhl when fornler SpOUW cance~ the

enrollment, when enrollment is terminated by the
employing office, or when former spouse begins receiving
an annuity payment.

SSIC 12900-12999

GENERAL AND hfISCILLANEOUS RECORDS

SSIC 12900

GENERAI. AN1) MISCELLANEOUS RECORDS

RECORDS NOr COV1;RED IN OTUER SSICS IN TIIE
12900 S12R[ES.

Destroy when no longer required for current
Operi]tions.

SSIC 12910

MOBILIZATION READINESS RECORDS

1. MOBII.[ZATION READINESS RECORDS. Files
pertaining to emergency procedures in the event of a
nuclear attack including reassignment and utilization of
personnel.

Destroy when superseded.

SSIC 12915

MILITAJtY SERVICE OBLIGATION RECORDS

1. MILITARY SERVICE OBLIGATION RECORDS.
Files relating to obligation of department civitian
employees, designation of key federal employees, itnd
screening of reservists for military service obligation.

Destroy when superseded by annual screening of
ready reserve.

SSIC 12920

SENIOR EXECUTIVE SERVICE (SES) RECORDS

(1) Appeal successful-benefits granted.

Create enrollment file in accordance with Subchapter
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1. STAFFING AND SELECTION RECORDS. Records
established and maintained as prescribed by
OPNAWNST 12920.2, Subj: Senior Executive Service
Merit Staffing (NOTAL).

Destroy 2 years after a competitive vacancy is filled
or 01’M evaluation, whichever occurs first, or 2
years after final disposition of discrimination
complaint by DON.

2. SES MEMBERS’ PERFORMANCE RECORDS. SIN
evaluation summary and objective performance record
sheets,

Destroy 5 years after date of appraisal, exclusive of
any interim service as a presidential appointee.

3. SES appointees (as defined in 5 USC 3132a(2)).

a. l’erformance records sn~erseded through an
9dminist rative. indicial, or anmi-.iudicinl wocedure.

Destroy when superseded.

b. Performance-related records pertaining to a
former S13S tsmsointeq.

(1) Latest rating of record that is less than 5 years
old, performance plan upon which it is based, and any
summary rating.

Place records on left side of the OFF and forwi]rd to
gaining Federal agency upon tsvmsfer or to NPRC if
employee leaves Federal Service (see SSIC
12293.1 (2)(b). An agency retrieving an OPF from
NPRC will dispose of those documents in accordance
with SSIC 12920 paragraph 3b(2) of this schednle.

(2) All other performance ratings and plnnk

Destroy when 5 years old, or when no longer needed,
whichever is sooner.

c. All other Derformance tlDD raisal$, along with iob
elements and standards (job expectations) upon which
thev are based, EXCLUDING those for SES a~nointees
serving on a Presidential mmointment (5 CFR 214).

Destroy 5 years after date of appraisal.

4. All other statements of employment and financial
interests and related records, including confidential
statements tiled under Executive Order 11222.

Destroy when 6 years old EXCE~ that documents
needed in an ongoing investigation will be retained
until no longer need in the investigation.

SSIC 12930

PROGRAMS FOR SPECIFIC POSITIONS OR
EXAMINATIONS (MISCELLANEOUS) RECORDS

1. RECORDS RELATING TO SPECIAL
EXAMINATIONS FOR SPECIFIC POSITIONS, SUCH
AS MOTOR VEHICLE OPERATOR, A’ITORNEY OR
LAW CLERK.

Destroy when 2 years old.

SSIC 12938

CLASSIFICATION AND PAY OF SPECIFIC
],(YJIT1ONS R~CO1{~S

1. GENERAL CORRESPONDENCE AND SUBJECT
FILES.

Destroy when position is cancelled or superseded.

SSIC 129S0

SOLrCrTATION OF FEDERAL CIVILIAN AND
UNIFORMED SERVICES PERSONNEL FOR
CONTR[BUTIONS TO PRIVATE VOLUNTEER
OR(MN1ZATIONS RECORDS

1. CORRESPONDENCE AND FILES RELATING TO
TIIE ADMINISTRATION AND/OR
IMPLEM12N~ATION OF AI.L RECORDS
ASSOCIATIH) W1”tll lNrERNAL ACCOUNTING AND
AUDITING OF CONJRIBUTIONS TO PRIVATE
VOLUNTEER ORGANIZATIONS.

Destroy when 1 Yeilr old.

SSIC 12971

TRAINING. PROMOTION, AND EXECUTIVE
DEVE1.OPMENT AGREEMENTS WITH SPECIFIC
AGENCIES RECORDS

1. PERSONNEL CORRESPONDENCE AND SLJDJECT
FILES. Files reh]te to general administration and
operation ot’ personnel !onctions and include merit
promotion and executive development program.

Destroy when 3 years old.

SSIC 12990

GENERAL ANI) MISCELLANEOUS RECORDS

1. FILES RELATING TO GENERAL
ADMINISTRAI1ON AND OPERATION OF
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PERSONNEL FUNCTIONS NOT SPECIFICALLY
DESCRIBED ELSEWHERE IN TME 12000 SERIES.
(Exclude those at agency staff planning levels.)

Destroy when 3 years old.

2. DUPLICATE DOCUMENTATION AND
PERSONNEL FILES MAINTAINED OUTSIDE
PERSONNEL OFFICES.

a. !.h~ervisor’s Personnel Flle$. Correspondence,
memoranda, forms and other records relating to
positions, authorizations, and pending action; copies of
position descriptions; requests for personnel action; and
records on individual employees duplicated in or not
appropriate for the OPF.

(1) Annual Review.

Destroy when superseded or obsolete.

(2) Separation or transfer of ensployee.

Destroy 1 year after separation or transfer,

b. Dut)]icate Documentation. Other copies of
documents duplicated in the OPF not provided for
elsewhere in this schedule.

Destroy when 6 months old.
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CHAPTER U

AERONAUTICAL AND ASTRONAUTICAL
MATERIAL RECORDS

$SIC moo-u fq9

THE RECORDS DESCRIBED IN THIS CHAPTER
RELATE TO AERONAUTICAL AND
ASTRONAUTICAL WEAPONS AND MATERIALS
AND TO THE DEVELOPMENT AND READINESS OF
THESE WEAPONS AND MATERIALS FOR ALL
NAVAL FORCES. THEY ARE ACCUMULATED BY
AERONAUTICAL ACTIVITIES AND OFFICES AND
BY UNITS AND DEPARTMENTS OR ACTIVITIES
AND OFFICES THAT ARE CONCERNED WITH
AERONAUTICAL AND ASTRONAUTICAL
MATERIALS AND RELATED FUNCTIONS.
RECORDS RELATING TO RESEARCH MA’ITERS
AND TO FLIGHT AND SPACE OPERATIONS ARE
COVERED IN CHAPTER 3.

SSIC 13000-13099

GENERAL AERONAUTICAL AND ASTRONAUTICAL
MATERIAL RECOR~

SSIC 13OOQ

GENERAL AERONAUTICAL AND ASTRO NAUTICAL
MATERIAL RECORDS

L AERONAUTICAL AND ASTRONAUTICAL
MATERIAL PRIMARY PROGRAM
CORRESPONDENCE RECORDS RELATING TO THE
DEVELOPMENT, IMPLEMENTATION,
iNTERPRETATION AND OVERALL
ADMINISTRATION OF NAVY-WIDE POLICIES,
PROCEDURES AND PROGRAMS PERTAINING TO
NAVY AERONAUTICAL MA’ITERS. THESE
RECORDS ARE ACCUMULATED ONLY IN OFFICES
RESPONSIBLE FOR THE ESTABLISHMENT AND/OR
ADMINISTRATION OF NAVY-WIDE
AERONAUTICAL POLICIES AND PROGRAMS, SUCH
AS THE OFFICE OF THE SECRETARY, THE CHIEF
OF NAVAL OPERATIONS, AND THE COMMANDER,
NAVAL AIR SYSTEMS COMMAND
(COMNAVAIRSYSCOM). RECORDS RELATE TO
SUCH MATTERS AS:

a. Navy-wide oolicies and Procedures governing the
Wer ations of Drokct manage ment officeq.

b. Navv-wide Doticies and Ixoced urea ~rta inimz tQ

i3erOnaUtiCaIand astronautical material readiness.

c. The maste r file of all technkxd renorts and

Bublications.alomz with bacluuou -rs.n maintained
Yt he originating office.

d. The master aircraft characteristics charts and
reoo rts containing detailed descrhltions of the craft and
its ca~ abitities.

e. Master files describbw aircraft servic eabitity and
gir-worthiness testing.

f. Design and enfdneerisus xmgrams . includhg

@h nical desian rewxts. Dretiminary desizn reDorts for
*velor)mental aircraft,s~ “fications and other asDects of
jhe aeronaut ical design and enQineering Drotzram.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-2S years
old.

NOTE: In retiring records to WNRC, activities should
cite 13000.1 and the appropriate sub-item as the disposal
authority on the SF 135 (Le., 13000 .lc).

Activities may retire in the same accession records
accumulated under more than one sub-item of 13000.1.
If th~ is done, the SF 135 should indicate the relevant
sub-items,

2. AERONAUTICAL AND ASTRONAUTICAL
MATERIAL GENERAL CORRESPONDENCE.
RECORDS ACCUMULATED IN CONNECTION WITH
THE ROUTINE, DAY-TO-DAY, ADMINISTRATION
AND OPERATION OF NAVY AERONAUTICAL
PROGRAMS. THESE RECORDS ACCUMULATE
PRIMARILY AT OFFICES RESPONSIBLE FOR
IMPLEMENTING AND ADMINISTERING POLICIES
AND PROGRAMS ESTABLISHED BY HIGHER
ECHELON OFFICES, BUT THEY ALSO MAY BE
ACCUMULATED BY HIGHER ECHELON OFFICES
RESPONSIBLE FOR NAVY-WIDE POLICIES AND
PROGRAMS IN CONNECTION WITH THEIR
ROUTINE, DAY-TO-DAY OPERATIONS (AS
OPPOSED TO THEIR ACTIVITIES COVERED BY
PARAGRAPH 13000.1). THESE RECORDS INCLUDE:

a. Bout ine reauests for information concerning

Qeronaut ical/astronautical w Iicies that do not involve the
@establishmentor revision of uolic~.

b. Q mments on directives. stu dies. reoorts. and
@her issuances accu mulated bv offIces not resDonsible for
their ureDaration.

c. Issuances mer)ared bv lower echelon off]ces which
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merelv transmit or a&tDt for local conditions. DOIicies,
and I)rocedurea established bv higher level otlices and
_ background Daoers.

d. Qpies retained bv meDa ring offlcea of rexwrtq

material and baclumo und Daoers.

e. Eeco rds relating to anv other asoects of
aeronaut i-ronaut ical momam administration
gxclusive of records am rom-iate for filing urider
~Dh 13000.1.

Destroy in accordance with SSICS for specific general
correspondence files included in this chapter. For
general correspondence not covered by another SSIC,
apply the following: destroy when 4 years old, or
earlier if no longer needed for current operations.

3. UNIDENTIFIED RECORDS. Records relating to
Navy and Marine Corps aeronautical and astronautical
material that are not described elsewhere in this chapter.

Disposition not authorised. Submit an SF 115
foUowing the guidelines of Part H, para. 4.

4. OPERATING RECORDS. Files relating to the
routine operation years and administration of activities or
offices performing functions related to aeronautical and
astronautical matters. These files consist of
correspondence, reports, and other records located at the
COMNAVAIRSYSCOM HQ, other offices and systems
commands, and aviation activities.

Destroy when 2 years old.

5. PROJECT MANAGER RECORDS. Files maintained
by designated project managers and weapons systems
managers assigned responsibility for intensified
management of weapons, component, and support
systems. Tbeae records involve a wide spectrum of
activity, including support systems. These records
involve a wide research, exploratory, advanced
engineering, and operational systems development and
production and out-of-production support. Files consist
of primary program correspondence, reports, pbms,
studies, etc.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old .

6. AERONAUTICAL ENGINEERING DRAWINGS
AND RELATED DATA. These are files generated
and/or accmnutated by the Naval Air Technical Services

Facitity (NAVAIRTECHSERVFAC) and activities having
development or design/engineering cognizance of aircraft
and astronautical equipment and components.

a. Paver Cooy. Paper records maintained at
activities having development or design/engineering
cognizance.

Destroy after microfibn is verified for accuracy and
completeness.

b. Reference CoDies. Files including blueprints and
microfitm (other than the master negative).

Retain on board. Destroy when aircraft, equipment,
or components are no longer needed, superseded or
obsolete.

c. Master Microfilm Negativg.

(1) Negatives at activities having development or
designlengineering cognizance.

Transfer to NAVAIRTECHSERVFAC, 700 Robbins
Avenue, Philadelphia, PA 19111-5098, when the
drawing has served its purpose at the activity.
NAVAIRTECHSERVFAC will apply para.
13000 .6c(2).

(2) Negatives at NAVAIRTECHSERVFAC.

Permanent. Retain on board. Offer to NARA when
aircraft, equipment, or component is no longer in
inventory, subject to the provision that use of
drawings is restricted by category 4 of the Freedom
of Information Act (Trade Secrets). For ultimate
disposition in the National Air and Space Museum in
accordance with NARAINASM agreement.

TECHNICAL REPORTS. These reports are7.
prepared in connection with a projector task and
summarize the progress, findings, and conclusions
reached relative to specific projects. They may also
clarify and supplement information contained in
laboratory notebooks and other source data and join all
elements of logistic support necessary for the operation
and maintenance of aeronautical system& weapons, and
related equipment into a single package.

a. Technical ReDorts. Reports maintained by the
naval activity preparing the report or by the activity
issuing the contract if the report is generated by the
contractor.

Permanent. Transfer to WNRC when 4 yea-s old.
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Offer to NARA in 5-year blocks when 20-25 years
old.

b, De&n ReDor@. Files prepared by aircraf? and
weapons systems design staffs and reports submitted by
the contractor or field activity exptilning how they will
meet specified design requirements.

(1) Design validation reports. Analyses submitted
by the contractor or field activity which contain sufficient
detail to assure demonstrated compliance with tbe design
parameters as stated in the contract specifications which
may include calculations for stress and fatigue life and
justification for material required,

Retain on board. Destroy when superseded or after
life of the item has expired.

(2) Preliminary overall design and summary design
reports for developmental aircraft and weapons systems.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

c. Monthlv Letter ReDorts and Quarterly progress
Reoorts.

Retain on board. Destroy when no longer required.

d. Reference Conies.

Retain on board. Destroy when superseded or no
longer required.

8. AERONAUTICAL TECHNICAL PUBLICATIONS
AND RELATED MATERIAL.

a. Master Paoer Covies of Basic POblications. In
addition to master publications, tiles also include a copy
of each change and revision. Files are located at the
Washington National Record Center (WWRC) and were
accumulated prior to 30 June 1971.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

b. PaDer Cor)ies of Microfibned Publications. Files
located at the NAVAIRTECHSERVFAC.

Destroy after microfilm has been verified for
accuracy and completeness.

c. Master Microfibn Set. Master file consisting of

basic publication, copy of each change and revision, and
copy of final edition with changes incorporated at
NAVAIRTECHSERVFAC.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

d. Reference CoDies.

Retain on board. Destroy when obsolete, cancelled,
or no longer needed for reference.

e. Backg round Material. Dvatls. and Other P80er$.
Records used in developing and preparing the
publication.

Retain on board. Destroy 6 months after final action
on publication or 3 years after completion of
publication if no final action is taken.

9. NAVAL AVIATION LOGISTICS CENTER
RECORDS,

a. General Corresw-mdence Files.

(1) Those files relating to the performance of the
activit y’s assigned aeronautical material fleet readiness
functions.

Retain on board. De@roy when S years old.

(2) Those files relating to the routine operations of
the office.

Destroy when 2 years old.

b. Aircraft Proiect Case Files.

(1) Correspondence and related papers regarding
repairs and alterations to individual aircraft or
astronautic vehicles accumulated by overhaul and repair
oftices or units of aviation stations, facilities, or other
activities concerned with the maintenance, overhau 1,
repair, and readiness of aeronautical craft.

Retain on board. Destroy 1 year after plane leaves
activity’s custody or completion of repair or
alteration.

(2) Summary records relating to any m@or
modifications of types of craft.

Retain on board. Destroy after craft is disposed of
or type of craft becomes obsolete.
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c.

(1) Positive reports.

Retain on board. Dealroy when 6 years old.

(2) Negative reports.

Destroy after results have been reported to
NAVAIRSYSCOM HQ.

d. progress and Workload ReDort$. Reports
received from aviation activities.

Destroy when 1 year old.

10. SPECIFICATIONS FOR THE DEVELOPMENT
AND MANUFACTURE OF AIRCRAFr AND
AERONAUTICAL AND ASTRONAUTICAL
EQUIPMENT.

a. Maste r Fii~. Fks include (preliminary) drafts or
diagrams of specifications, test results, comments,
working papers, and other records accumulated in
connection with the development or modification of the
specification as weU as approved drawinga, plans, or
specifications together with summma ry papers pertinent
to the development and final approval of the
specification.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

b. Reference CoDies. Copies of specifications
accumulated for reference purposes only.

Retain on board. Destroy when specification is
approved, cancelled, or superseded.

~src 13010-13019

AIRCRAFT CHARA CI’ERISTICS RECORDS

THE RECORDS IN THIS (SSIC 13010-13019) SERIES
ARE RELATED TO AIRCRAIW CHARACTERISTICS
AND INCLUDE PERFORMANCE; FLYING
QUALITIES, Stability’, AND CONTROL;
AERODYNAMICS AND HYDRODYNAMICS; AND
STRUCTURAL (LOADS) RECORDS,

1. PRIMARY PROGRAM RECORDS. These records
document such vital information as weight and
dimensions of aircraft, engine power, engine type,
take-off dmtance, wind over aircraft needed for take-off,
and range depending on mission and weapon load. Files
include detailed description of aircraft operation under
different condhions, aircraft’s abitity to withstand stress,
and hydro-d ynamics of a seaplane or flying boat,

a. ~ndard Aircraft Characteristica Char&

Permanent. Transfer to WNRC when 4 years old.
offer to NARA in S-year blocks when 20-25 years
old .

b. Working Paoer s and Test Data Use d to Devel@
$tandard Aircraft Characteristica Chat@.

Retain on board. Dispose when item no longer in
inventory. @ispose by transfer to the National Air
and Space Museum,)

~SIC 13020-13029

AIRCRAFT MAINTENANCE RECORDfj

THE RECORDS IN THIS (SSIC 13020-13029) SERIES
ARE RELATED TO AIRCRAFT MAINTENANCE AND
INCLUDE ORGANIZATIONAL, INTERMEDIATE,
AND OVERHAUL AND REWORK RECORDS.

AIRCRAFT MAINTENANCE RECORDS

L GENERAL CORRESPONDENCE FILES. Files of
activities, departments, divisions, or units concerned with
the construction, alteration, overhaul, and repair of
equipment and aircraft.

Retain on board. Destroy when 4 years old.

SSIC 13030-13039

AIRWORTHINESS AND SERVICE SUITABILITY
RECORDS

THE RECORDS IN THIS (SSIC 1303(M3039) SERIES
ARE RELATED TO AIR-WORTHINESS AND
SERVICE SUITABILITY AND INCLUDE TEST AND
EVALUATION, NAVY PRELIMINARY EVALUATION
(NPE), SERVICE SUITABILITY TRIALS, AIRCRAIW
RESTRICTIONS/LIMITATIONS, AND
AIRCRAFT/STORES COMPATIBILITY RECORDS.

AIRCRAIW CHARACTERISTICS RECORDS
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~SIC 1303Q implemented or no kmger needed for reference.

AIRWORTHINESS AND SERVICE SUITABILITY

!uxQm3

L PRIMARY PROGRAM RECORDS. These files
describe how aircraft was originaUy tested by Navy to
determine aircraft’s abitity to perform. Records describe
good points and shortcomings of the aircraft and
corrective actions. Records include detailed descriptions
of what aircraft could do wetl, very well, only acceptably,
and could not do, and explain why. These records are
accumulated by various naval activities, departments,
divisions, and units and consist of correspondence and
reports.

Permanent, Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

ENGINEERING CHANGE PROPOSALS RECORDS

L ENGINEERING CHANGE PROPOSALS @CPs).
Files consist of recommendations made by tbe Navy
and/or Navy contractors or other interested parties for
changes in procedures for the upkeep, maintenance,
repair, or improvement of aircraft, aeronautical
equipment, or material, including supporting
documentation and correspondence.

a. ECPS Filed with tbe Otlkial Contract Case File.

Retain on board. Destroy 6 years and 3 months after
final payment under tbe contract.

b. Reiected Items.
SSIC 13040

AIRCRAFT SURVIVABILITY/WLNERABILITY

!UXQ!@S

L CORRESPONDENCE, REPORTS, AND RELATED
RECORDS. Files which explain the aircraft’s ability to
effectively perform under specific circumstances. These
records are accumulated by various naval activities,
departments, divisions, and other organisational units.

Permanent. Transfer to WNRC when 4 years old.
Offer to NARA in 5-year blocks when 20-25 years
old.

CONFIGURATION CONTROL RECORDS

1. CONFIGURATION CONTROL BOARD (CCB)
ACTIONS. Records include master files and technical
directives of approved changes issued to the fleet to
modify aircraft.

a. Master F@ These files consist of CCB cttange
requests and supporting data, changes to weapons
configuration program, availability of equipment, cost
and funding documents, and logistic milestone charts,

Permanent. Transfer to WNRC when 5 years old.
Offer to NARA when 20 years old,

b. Reference CoDies.

Retain on board, Destroy when proposals are

ysrc 130sl

Retain on board, Destroy 6 months after final
payment under tbe contract.

c. Reference CoDies.

Retain on board. Destroy after proposal is
implemented, other action is taken, or no longer
needed for reference.

2. AIRCRAET SERVICE CHANGE FOLDERS. These
files consist of correspondence and service changes.

Retain on board. Dextroy when superseded.

3. SUMMARIZATION OF MAJOR MODIFICATIONS.
These files are summaries of m~or modifications to
aircraft and weapons systems maintained by project
managers.

Retain on board. Destroy after aircraft is stricken.

4. MASTER SET OF PROPOSALS, Files generally
include and are bandied as master technical instructions
or plans files.

Permanent. Forward to WNRC when aircraft is
stricken from Navy list. Offer to NARA when 20
years old.

~SIC 13052

CHANGES AND BULLETINS RECORDS

1. CHANGES AND BULLETINS, A change directs the
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accomplishment and recording of a configuration change,
that is, material change, a modification, or an alteration
in the characteristics of the equipment. A bulletin dhcts
a one-time inspection to determine whether a given
condition exists and specifies what action shall be taken.
Files include changes, bulletins, change kit records, and
fleet proposals for aircraft mdlfications.

Transfer to WNRC when 5 years old. Destroy when
10 years old.

SSIC 13053

CIIANGE KITS

1. AIRCRAFF SERVICE CHANGE FOLDERS.
Records relating to parts or set of parta, material and
tooling required to change the form, fit, or finction of a
system, equipment, component or piece of hardware.

Transfer to WNRC when 5 years old. Destroy when
10 years old.

SSIC 13054

FLEET PROPOSALS FOR AIRCRAFT
MODIFICATION RECORD$

1. ENGINEERING CHANGE PROPOSALS.
Recommendations for changes in maintenance, repair, or
improvement of aeronautical or astronautical equipment
or materials.

Transfer to WNRC when 5 years old. Destroy when
10 years old.

SSIC 13060

WEIGHT AND BALANCE RECORDS

L REPORTS AND CORRESPONDENCE. Files used to
ensure that the aircraft has accurate weight and
center-of-gravity to operate within permissible limits and
to estimate new weights of design when they are in the
preliminary stages.

Permanent. Transfer to WNRC when 4 years old,
Offer to NARA in 5-year blocks when 20-25 years
old ,

SSIC L3070

RELIABILITY AND MAINTENANCE RECORDS

1. QUALITY ASSURANCE PROGRAM RECORDS.

These records identify, report, and correct quality
deficiencies in reworked and newly procured material,

a. Q@itv Deficiencv Renort~. Files include
amplifications such as safety and engineering
investigation requests.

(1)Reporting activities.

Destroy when 6 months old.

(2) Receiving activities.

Destroy when 1 year old.

(3) When records are microfilmed or converted to
Automatic Data Processing (ADP).

Destroy paper records afker microfilming or
conversion to ADP and process has been verified for
accuracy.

2. MASTER FILE. QuaLity deficiency reports and other
records containing valuable engineering data, narrative
comments, and investigative results or other data
determined to have research or informational value.
These files are maintained at the Naval Weapons
Engineering Support Activity, Washington, DC.

a. ADP Records.

Retain on board. Destroy when 10 years old.

h. Microfilm Records.

Retain on board. Destroy when 10 years old.

SSIC 13080

EXTERIOR/INTERIOR FINISH. MARKING. ANI)
LIGIITING RECORDS

1. SPECIFICATION RECORDS. These records consist
of specifications describing how each aircraft is painted
and marked with serial numbers, squadron identification
numbers and insignia, instructions, and warnings.

Permanent. Retain on board. Offer to NARA when
specification is cancelled or superseded.

SSIC 1309Q

LOGS AND RECORDS

1. AIRCRAIT LOG BOOKS AND RECORDS. These
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records consist of monthly flight summaries, aircrafi
non-aging records, inspection records of rework,
tecludcal directive forms, installed explosive devices
records, aeronautical equipment service records, custody
and trmsfw forms, equipment operating iogs, and
scheduled removal components records.

a. Exs)erime ntal Aircraft.

(1) Monthly flight summaries and inspection
records of rework,

Permanent. Forward to WNRC when the aircraft is
stricken horn Navy list. Offer to NARA when 20
years old.

(2) All other records listed in 13090.1.

Transfer to neareat FRC when 4 years old. Destroy
tien 10 y~rs old,

b. Records of Destroved Aircraft.

Retain on board. Destroy after completion of any
necessary investigation and preparation of required
reports, provided the aircraft does not fall in para.
13090.la(l).

c. ~ecods or f Aircraft Sold or Transferred to Other
jhan Navv Custody.

Remove and destroy classified information or obtain
clearance for release through appropriate channels,
then transfer Iot&and records with equipment unless
otherwise instructed by proper authority. .

d. Aircraft andtor EauiDment Lost in Combat or
That Have Been Involved in an Accident Resultinsz in
Death. Missing In Action or Iniurv of Any Person,
~ndlor S@@nt ial Damage to Other Than Government

EU2RfZU.

Operating activity retain for 1 year for defense to
litigation action, then forward to WNRC. Destroy
when 20 years old.

2. AIRCRAFT INVENTORY RECORDS. These
records consist of equipment lists, abartages,
certifications, and records of transfers used to maintain a
continuous chain of custodial responsibility incident to the
transfer and acceptance of aircraft.

been recorded on a new form.

b. Reissued Recor@

Retain on board. Remove last report and merge
with the new rword.

c. Transferred to Another Government Agencv or to
a Foreitm Government.

Trmsfer with aircraft.

d. SO Id to a Private Party.

Remove and destroy classified information or obtain
clearance for release through appropriate channels,
then transfer records with aircraft unless otherwise
instructed by proper authorit y.

e. stricken Because of Accidenf.

Striking or salvaging activity will retain on board.
Destroy when no longer needed by investigating
authorities.

SSIC i3100-13199

AIRCRAIW (COMPLETE) RECORDS

THE RECORDS IN THIS (U1OO-W99)SERIES ARE
RELATED TO GENERALAIRCRAIW (COMPLETE)
RECORDS AND INCLUDE FIXED WING
(ANTISUBMARINE, AlTACK, CARGO/TRANSPORT,
FIGHTER, SPECIAL ELECTRONICS, PATROL,
TRAINER, UTILITY, AND VERTICAL FLIGHT
(HELICOPTERS, VSTOL)), RESEARCH, AND
AIRCRAFT TARGETS RECORDS.

SSIC 13100

GENERAL AIRCRAFT (COMPLETE) RECORD$

1. AIRCRAFT ACCOUNTABILITY AND STATUS.
Records consist of correspondence, messages, reports,
and other records which describe the location and
condition of aircraft.

Destroy when 2 years old.

2. AIRCRAFT AVAILABILITY. Records consist of
correspondence, messages, and other records which
indicate what type of aircraft are available for service.

a. &w.rseded Recor@.
Destroy when 2 years old.

Retain on board. Destroy after second transfer has
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3. OTHER RECORDS.

Retain on board. Destroy when aircraft is stricken
from the Navy fist.

$Src L3200-13299

AVIONICS RECORDS

THE RECORDS IN THIS (13200-13299)SERIES ARE
RELATED TO GENERAL AVIONICS RECORDS AND
INCLUDE AUTOMATIC CARRIER LANDING
SYSTEM; ELECTRICAL POWER DISTRIBUTION
COMPONENTS AND SYSTEMS; AIRBORNE
NAVIGATION, AUTOMATIC FLIGHT CONTROL,
AND INSTRUMENT SYSTEMS (NAV1GATIONAL AND
FUEL CONSUMPTION INSTRUMENTS AND
COMPUTERS, FLIGHT INSTRUMENTS,
AUTOMATIC PILOT MECHANISMS AND AIRBORNE
GYRO COMPONENTS, AND ENGINE
INSTRUMENTS); COMMUNICATION AND
IDENTIFICATION (CNI) SYSTEMS; AIRBORNE
WEAPONS (FIRE CONTROL) SYSTEMS AND
AIRBORNE MISSILE GUIDANCE SYSTEMS (GUN
SIGHTS); GENERAL PURPOSE COMPUTERS;
ANTISUBMARINE WARFARE (ASW) SYSTEMS;
ELECTRONIC WARFARE (EW) SYSTEMS;
ELECTRIC POWER GENERATOR, INVERTER,
CONVERTER, AND BATTERY SYSTEMS AND
COMPONENTS; AND AIRBORNE RADAR RECORDS.

&!Q3X!4

~ENERAL AWONICS RECORDS

L CORRESPONDENCE AND REPORTS. Files
documenting the significant development, production,
test, evaluation, and basic design of electrical and
electronic devices for use in aviation, especially electronic
control systems for aircraft and airborne weapons.

Permanent. Transfer to WNRC when S years old.
Offer to NARA when 20 years old.

2. ALL OTHER RECORDS.

Transfer to FRC when S years old. Destroy when 10
years old.

&Ic 13300-13399

ASTRONAUTIC VEHICLES (COMPLETE) RECORDS

fMQ!3w

GENERAL ASTRONAUTIC VEHICLES (COMPLETE)
RECORDS

L PLANS AND DRAWGS FOR ASTRONAUTIC
VEHICLES.

Transfer to the NAVAIRTECHSERVFAC when
purpose is served. NAVAIRTECHSERVFAC will
apply para. 13000 .6s(2).

~1

SATELLITES RECORDS

J. GENERAL CORRESPONDENCE. Files of a routine
nature pertaining to investigation and analysis of satellite
alternative to naval aviation mission.

Destroy when 2 years old.

SSIC 13302

SPACE SHUTTLE RECORDS

1. REPORTS AND GENERAL CORRESPONDENCE.
Records used to conduct an experiment on the shuttle for
a communication program to be taken over by the Space
and Naval Warfare Systems Command
(SPAWARSYSCOM) (formerly Naval Electronic Systems
Command (NAVELEX)).

Destroy when 2 years old.

SSIC 13400-13599

AIRFRAME SYSTEMS, COMPONENTS, AND
ACCESSORIES RECORDS

THE RECORDS IN THIS (13400-13599) SERIES ARE
RELATED TO GENERAL AIRFRAME SYSTEMS,
COMPONENTS, AND ACCESSORIES RECORDS AND
INCLUDE STRUCTURAL (INCLUDES MATERIAI.S)
(FUSELAGE; WING, TAIL, CONTROL SURFACES,
FLAPS, ETC.; WINDOWS, WINDSHIELDS, AND
CANOPIES; DOORS, HATCHES, AND REMOVABLE
PANELS; NACELLES AND RADOMES; NUTS,
BOLTS, RIVETS, AND FASTENERS); LANDING
GEAR, WHEELS, AND BRAKES (TIRES AND
TUBES); AIRCRAFT COMPONENTS FOR
ARRESTING AND LAUNCHING; HYDRAULIC,
PNEUMATIC, AND LUBRICATION SYSTEMS
(PUMPS AND MOTORS, VALVES AND LINES,
ACTUATORS, FLUIDIC DEVICES, LUBRICATION
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EFFORT FOR INVENTORY MANAGEMENT OF
SUPPORT EQUIPMENT (SE) END ITEMS IN-USE AT
ORGANIZATIONAL AND INTERMEDIATE
MAINTENANCE ACTIVITIES. THE AMMRL
PROGRAM USES PREVIOUSLY GENERATED
TECHNICAL FACTORS TO ESTABLISH SE
ALLOWANCES, TRACK IN-USE ASSETS, AND
IDENTIFY ASSET SHORTAGES. THIS
INFORMATION PROVIDES A BASIS FOR ASSET
REDISTRIBUTXON, BUDGET DEVELOPMENT, AND
MATERIAL READINESS MEASUREMENT.

1. INPUT DATA AND RELATED PAPERS,

Retain on board. Destroy when 1 year old or
purpose is served, whichever is later.

2. MASTER APPL1CATION DATA FOR MATERIAL
READINESS LIST (ADMRL) FILES.

Retain on board. Destroy when no longer needed for
reference.

3. VERIFICATION FILES OF INPUT DATA.

Retain on board. Destroy when superseded or
obsolete.

4. ADMRL TAPE PRINT FILES USED TO ISSUE
VAR1OUS REPORTS.

Retain on board. Destroy when superseded or
obsolete.

5. PRINTED OUTPUT REPORTS.

Retain on board. Destroy when no longer needed for
reference.

SSIC 13660

REPAIR PARTS (SHORTAGES) RECORD$

1. TECHNICAL DATA AND RELATED
INFORMATION PAPERS. Records concerning spare
and repair parts maintained by supply<ontrol or by
maintenance and repair activities.

Retain on board. Destroy when superseded or when
aircraft or equipment is removed from the supply
system.

SSIC 13670

MOBILE FACILITY RECORDS

CORRESPONDENCE, MESSAGES, REPORTS,
LOGBOOKS, AND INVENTORY RECORDS
RELATING TO HABITABLE FACILITIES
SHELTERING AVIATION WEAPONS SYSTEMS
MAINTENANCE AND TACTICAL OPERATIONS,

1. PRIMARY ACCOUNTABILITY DOCUMENTS.
Records including the Mobile Facility (NW) Logbook and
Inventory Records (Part H); and OPNAV 4790/51, GSE
Custody and Maintenance (Part 1).

Retain on board. Destroy after termination of the
service fife of the MF or when the MF is surveyed.

2. REPORTS. File including NAVAIR 13670-4, Mobile
Facility Equipment Transfer/Receipt Report; etc.

Destroy 1 year after submission.

3. OTHER RECORDS. All other records pertaining to
the MF which are not specifically described in paras.
13670.1 and 2.

Destroy when 2 years old.

jXIC 1368Q

REWORK. MAINTENANCE, AND CHECKOUT
RECORDS

1. SUPPORT EQUIPMENT (SE) DEPOT REWORK
MANAGEMENT RECORDS. These records are used to
determine quarterly SE rework requirements, to
establish a quarterly schedule for each rework activity,
and to maintain a record of the progress of each item
through the rework process.

a. History Fite (On Tam?].

Retain on board. Destroy when no longer needed for
reference.

b. PaDer Printout History F@

Retain on board. Destroy when 5 years old,

c. Other Related Files.

Destroy when 2 years old.

fWC 13690

AVIONICS SUPPORT EQUIPMENT RECORDS

1. GENERAL CORRESPONDENCE, REPORTS, AND

111-13-10



SECNAVINST5212.5D
22 APrii 1998

MEMORANDA. Records concerning equipment used on
the ground to maintain an avionics system.

Retain on board, Destroy when 5 years old.

SSIC 13700-L3799

ENGINES AND ENG[NE SYSTEMS (INCLUDING
COMPONENTS AND ACCESSORIES) RECORDS

THE RECORDS IN THIS (13700-13799)SERIES ARE
RELATED TO GENERAL ENGINES AND ENGINE
SYSTEMS (INCLUDING COMPONENTS AND
ACCESSORIES) RECORDS AND INCLUDE
RECIPROCATING, TURBOSHAFT AND JET,
ROCKET, NUCLEAR, ENGINE DIAGNOSTICS,
ENGINE FUEL SYSTEMS, ENGINE ELECTRICAL
SYSTEMS, ENGINE COOLING SYSTEMS, AND
ENGINE SYSTEMS COMPONENTS RECORDS.
AIRCRAIW ENGINE ACCOUNTING SYSTEMS
RECORDS ARE USED TO PROVIDE CURRENT
INFORMATION ON LOCATION, CONDITION, AND
PERFORMANCE HISTORY OF EACH AIRCRAFT
ENGINE. THESE RECORDS ARE THE BASIS FOR
SUPPORTING REQUIREMENT COMPUTATION AND
BUDGET REQUESTS FOR SPARE ENGINES, REPAIR
PARTS, AND REWORK REQUIREMENTS.

SSIC 13700

GENERAL ENGINES AND ENGINE SYSTEMS
~INCLUDING COMPONENTS AND ACCESSORIES)
RECORDS

1. TRANSACTION REPORTS. Electronic Accounting
Machine (EAM) cards, naval messages, speedletters, or
magnetic tape submitted via remote terminal(s) by
reporting activities, controlling custodians,
NAVAIRSYSCOM tleet support (FS) custodians, or
designated overhaul points (DOPS).

a. ADP Records.

(1) Reporting activities.

Destroy when 3 years old.

(2) Controlling custodians, NAVAIRSYSCOM FS
custodians, and DOPS.

Retain on board. Destroy 3 years after data is
submitted to NAVAIRSYSCOM HQ,

Destroy when 1 year old.

b. Textual Recordq.

(1) Reporting activities.

Destroy when 3 yeara old.

(2) Controlling custodians, NAVAIRSYSCOM FS
custodians, and DOPS.

Retain on board. Destroy 3 years after data is
submitted to NAVAIRSYSCOM HQ.

(3) NAVAIRSYSCOM HQ.

Destroy when 1 year old.

2. END OF QUARTER REPORTS. Reports of flying
hours for installed engines (EAM cards) maintained by
controlling custodian or NAVAIRSYSCOM FS Custodian
or at DOPS andlor NAVAIRSYSCOM HQ.

Destroy when 2 years old.

3. HISTORY FILES. FiIea of engine transactions
(magnetic tape and microfiche) maintained by Naval
Computer Telecommunication Station (NCTS),
Washington, DC, through October 1978, and at
NARDAC, Pensacola, FL, thereafter.

a. Maimetic Taw Records.

Retain on board. Destroy when 10 years old.

b. Microfiche Records.

Retain on board, Destroy when 20 years old.

4. AIRCRAFT ENGINE RECORD (WORKSHEET).

Retain on board. Destroy 6 months after transfer or
disposition of engine.

$Slc 13800-13899

&AUNCHING AND LANDING ECNJIPMENT
RECORDS

THE RECORDS IN THIS (13800-13899) SERIES ARE
RELATED TO GENERAL LAUNCHING AND
LANDING EQUIPMENT AND INCLUDE ARRESTING,
BARRIER, AND BARRICADE RECOVERY

(3) NAVAIRSYSCOM HQ.
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EQUIPME~ LAUNCHING (SHIPBOARD AND
LAND-BASED); AND VISUAL LANDING AIDS
RECORDS.

&$IC 13800

GENERAL LAUNC HING AND LANDING
EQUIPMENT RECORDS

1. GENERAL CORRESPONDENCE, REPORTS, AND
DATA. Records relating to general launching and
landing equipment.

Retain 00 hoard. Destroy when 7 years old.

fmlc 13900-13999

QTHER INSTRUME NTS AND LABORATORY
EOUIPMENT RECORDS

THE RECORDS IN THIS (13900-13999)SERIES ARE
RELATED TO GENERAL OTHER INSTRUMENTS
AND LABORATORY EQUIPMENT AND INCLUDE
METEOROLOGICAL INSTRUMENTS AND
EQUIPMENT, AIRCRAFT ALARM AND SIGNAL
SYSTEMS (INCLUDE OXYGEN, PRESSURE
SIGNALS, AND WARNING DEVICES), AND
COMBINATION AND MISCELLANEOUS
INSTRUMENTS RECORDS.

SSIC 13900

GENERAL OTHER INSTRUMENTS AND
LABORATORY EOUIPMENT RECORDS

1. GENERAL CORRESPONDENCE, REPORTS, AND
DATA. Records relating to other instruments and
laboratory equipment.

Retain on board. Destroy when 5 years old.
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PART IV

DECOMMISSIONED VESSELS’ RECORDS

RECORDS OF THE VESSELS PLACED OUT OF
COMMISSION FOR SCRAPPING/DISPOSAL AS
SHIPS (SALES, TRANSFER, ETC.) UPON
DECOlklMESIONING, RECORDS WILL BE
DISPOSED OF AS FOLLOWS:

1. TECHNfCAL EQUfPMENT OR INSTRUCTION
MANUALS. Material records needed to operate ship or
equipment.

3. MEDICAL AND DENTAL FILES. Files pertaining
to officer and enlisted health record jackets and medical
and dental care.

a. Sick Call Loea. (See also part III, chapter 6, SSIC
6320.2.)

Transfer to National Personnel Records Center
(NPRC) Military Peraonn el Records (MPR), St.
Linda, MO. Destroy when 25 years oM.

b. Dav-to- Dav Routine Medical and Dental
Admuuatrati. . “onRecords Containing No Subst antive
Information

a. Unclassified Records
Destroy upon decommissioning.

Transfer with ship or equipment. Destroy when no
longer needed.

b. Cb.wl“fied Records

Destroy upon decommissioning,

2. PERSONNEL FILES. Files pertaining to
officer and enlisted field service records
and personnel actions.

a. Residua 1Files Pertainh to Membe rs Retired,
Transferr ed to the Fleet Reserve. Released horn Active
DutYoor Mharged Prior to or at Time of
Decommissioning

Forward to the appropriate Type Commander
(TYCOM) or designated representative. Destroy
when 1 y- old.

b. Residu al Files Pertainimz to Members Transferred
gn Perma nent Change of Station (PCS) Orders Prior to
or at Time of Decommissioning

Forward to the appropriate TYCOM or designated
representative. Destroy when 1 year old.

C. Identifi cation (ID) Card IAMS1111d Related Records,
Diarv Message Renort Files. Advancement-in-Rate
Examination Transfer/Destnction Letter Remm-tFile

Forward to the appropriate TYCOM or designated
representative. Destroy when 1 year old.

d. DSV+(kDaV Routine Personnel Administration
Records Containing No Substantive Information

Destroy upon decommissioning.

4. SHIP’S DECK LOG. Official daily record of a ship,
usually by watches, in which are recorded matter

~g to the personnel, navigation, and operation of
a ship as prescribed by OPNAVINST 31OO.7B.

Forward to the Naval Historical Center (DL). DNH
dispose of in accordance with SSIC 3100.5a

5. FLEET OR FLAG COMMAND FILES. Files of fleet
or flag commands maintained on board a flagship by the
flag secretary and physically separated &om other files of
the ship.

Permanent. The ftag secretary will forward to the
ftag shore office or to the new flagship. Transfer to
Washington National Records Center (WNRC) when
3 years old. Offer to tbe National Archives (NARA)
when 20 y&ll%Old.

6. FINANCIAL RECORDS. These records are
accumulated by disbursing officers, disbursing agents,
retail sales officers, food service ofticers, or other
departments/officers assigned comptroller-type
responsibilities. These records document the unit’s fiscal,
accounting, disbursing retail sales, and food service
hmctions.

a. Disbursing Officer MISS

Forward to the assigned (Atlantic or Pacific) Ikfenae
Fmmce and Accounting Service (Operating
Locations) (OPLOC). OPLOC (Atlantic) will transfer
to WNRC when 3 years old. OPLOC (Pacific) will
transfer to the Federal Records Center (FRC), 24000
AviJa Road, Laguna N@uel, CA 92607-6719, when 3
yeara old. Destroy when 6 years and 3 months old.
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b. Ship Operating Accounting Records

Forward to tbe appropriate TYCOM. Destroy 1 year
after close of tiacnl year.
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PART V

RECORflS OF ARMED CONFLICT (N1-NU-92-1)

THIS SECTION PERTAINS TO RECORDS CREATED
BY PARTICIPATING UIWTS DURING PERIODS OF
ARMED CONFLICT. WHEN EXECUTED BY
PROPER AIYI’HORITY THE PROVISIONS OF THIS
SECPfON WfLL SUPERSEDE THE DISPOSITION
INSTRUCTIONS PROVfDED ELSEWHERE IN ‘THIS
INSTRUCTION FOR RECORDS CREATED BY
NAVAL COMPONENT COMMANDERS,
SUBORDINATE CO~ Rs, AND INDMDUAL
UNITS PARTICIPATING.

At the conclusion of periods of armed conflict, wara,
hostile actions against U. S. Forces, and other combat
situations, it is necessary to analyse fuUy the actions md
reactions of both friendly and enemy forces across the
fbll spectrum of the conflict. In order to accomplish this
rigorous operations analysis, full and complete
documentation of all pbasea of the operation, including
all intelligence, climatic, and other external information
available to connnan d, must be preserved and
transferred to the activity designated to perform this
analysis. The purpone of this analysis is to assess the
effectiveness of weapons and tactics, suggest methods of
improvement that have been teated in actual combat
situations, determine adjustment required to force
composition and systems design, and justify future
budget decisions. At the conclusion of the operations
analysis phase it ia equally important that this
documentation be made available to the Director of Naval
History and the Director of Marine Corps History so that
the official histories and historical analysea can be
prepared and made available to the public. THE
PROVISIONS OF THIS SECTION WILL BE
EXECUTED ONLY UPON THE AUTHORITY OF THE
SECRETARY OF THE NAVY, THE CHIEF OF NAVAL
OPERATIONS OR THE COMMAND ANT OF THE
MARLNE CORPS, AND MAYBE MODIFIED AT THE
TIME OF EXECUTION. The cut off point for records
will normaUy be the end of hostilities, However, interim
cut off periods may be eatablisbed for prolonged periods
of conflict. Any modifications to the general provisions
of this part will be contained in the executing order.

L RECORDS ACCUMULATED BY NAVAL
COMPONENT co MMANDER, SUBORDINATE NAVY
AND MARINE CORPS COMMANDERS, AND
INDMDUAL NAVY AND MARINE CORPS
COMMANDERS, AND INDMDUAL NAVY AND
MARINE CORPS UNITS. Records consisting of
operations planshrders, provided with messagea sent and

received, voice communi cations logs, watch logs, reporta
of engagement, commanding officer narrative reports,
strike briefings and debriefings, electronic records of the
operation and performance of weapons and aurveiUance
systems, intelligence reports
and assessments, situation reporta, after
actions reports, command CbrOl10@if53, Wf$@MW

observations, annotated charts and maps,
records of enemy engagements, battIe damage
aswaments, target lists, casualty reporta,
commander logs, and combat camera negatives
and video tape. Exclude Marine corps command
chronologies, including attachments thereto,
which wiU be provided to the designated
Operational Analysis Activity by the Director
of Marine Corpo History by other memm. In
addition to the above, special uNts wiU
include records as indicated:

a. ~. Ships deck log, position log
and AW disposition, enemy force alert messages,
engagement logs, DRTs, environmental prediction
messagea, emission control Iogs, active ECM
Iogs, tactical intelligence monitor roUs,
communications center watch logs, orduance
expenditure reporta by mission. AirWq
debriefs, MfSREPS, CATCC logs, corrected flight
schedules, detailed aircraft damage reporta, and
data related to naval gunfire support.

b. Commander& Standing and daily
OPINWOPTASKS for each warfare and mission area,
warfare comman der’s daily intentions, ship and
other unit f@if@WltS, and COMMiUl d net logs.

c. A.nmbibious OW rations. Composition of
breaching team, Ianding plan, supporting force
assets and metboda including fire support and
deception operations, summary of advanced force
operations, and information reJated to SEABEE
and SEAL operations.

d. Mine Countermeasures. Details of MCM
operations including types of mines found,
systems used in locating mines, tecbniquea for
countering the mine, and underwater obstacle
threat.

e. Loaiatica Operations. Battle Force Lo@@
Coordinator Log, Amphibious Task Force Logistics
Coordinator Log, Material Control Oflicer’s Log,
Logistics Units SITREPS, ordnance data including
inventories, loadouts, expenditures, and resupply, and
merchant ship delivery information.
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Transfer to the activity designated to conduct the
operations analysis per instructions provided with
execution of this part.

2. STUDfES, REPORTS, AND FORMAL
RECOMMENDATIONS PRODUCED BY THE
DESIGNATED OPERATIONS ANALYSIS ACTIVITY.
Rioted studies, reports, formal reconunemdatiom, and
compilations of lessons learned covering the period of
armed conflict.

a. One printed copy.

Transfer to the Director of Naval History (DNH).
DNH destroy when no longer required.

b. One printed copy of studies based on Marine
Corps operations.

Transfer to the Director of Marine Corps
History. Destroy when no longer required.

c. Silver halide microfilm master.

Permanent. Retire to WNRC wlwn 5 years old.
Transfer to NARA when 20 years old.

d. Diazo microfilm copy.

Destroy when no longer required.

3. PAPER AND PHOTO RECORDS USED IN THE
PRODUCITON OF REPORTS BY THE DESIGNATED
OPERATIONS ANALYSIS ACTMTY. Paper and
photographic records from operating units used in the
production of studies and reports.

a. Silver halide microfilm master.

Permanent. Retire to WNRC when 5 years old.
Transfer to NARA when 20 years old.

b. Diazo microfilm copy.

Destroy when no longer required.

c. Paper records that are designated aa permanent
records elsewhere in this instruction.

Retire to WNRC or transfer to NARA as indicated in
the appropriate section of this instruction.

Destroy after verification of microfilm. Selected
records may be transferred to the Director of Naval
History or the Director of Marine Corps IEstory.

4. PAPER RECORDS NOT USED IN THE
PRODUCTION OF REPORTS.

Execute the disposition instructions contained
elsewhere in this instruction.

5. MOTfON PICTURE FfLM AND VIDEO TAPE.
Motion picture footage, gun camera film, and video tape
of combat action received fkom operating units.

Permanent. Retire to WNRC when studies are
completed. Transfer to NARA when 10 years old.

6. DATA BASES AND OTHER ELECTRONIC
RECORDS. Data in electronic or optical format received
ffom operating units.

Disposition not authorized. Submit request for
disposition authority (SF 11S) to NARA.

d. Paper records that are designated as temporary
records elsewhere in this instruction, duplicate copies,
and nonrecord material.
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APPENDIX A

FEDERAL RECORDS CENTERS TRANSFER
PROCEJXJRES

1. Federa 1Records centers (FltC@. The National
Archives and Records Admhis&ation (NARA) operatea a
system of FRCs authorized by sections 2903,2907, and
3102 of Title 44 of the United States Code for the
economical storage of noncurrent records of Federal
agencies, pending their deposit in the National Archives
of the United States or other disposition authorised by
law. Non-current records are defied as records that
are no longer required to conduct current business. Page
A~ lists the maiting addresses and commercial telephone
❑umbers of the records centers and the geographic areas
they service.

2. FRCs Records Transfer Reo uirements. The FRCs
screem all incoming records boxes, If correct transfer
procedures are not foUowed or proper records transfer
Wpefwork is not provided, the entire records shipment
will be returned to the transferring comman d or the
immediate supervisor in comman d (ISIC) for correction.
Adhere to the following requirements when preparing
records for a records transfer to an FRC

a. Records must be covered by an authorised records
retention standard of this instruction and have a
minimum of one year retention period at the FRC.

b. Foward original and one copy of Stmdard Form
(SF) 135, Records Transmittal and Receipt, to the FRC
for approval ~r to shipping records. Hold one copy
for your suspense fits.

c. Records must be received by the FRC within 90
days (120 days for overseas locations and ships at sea) of
their approving an SF 135.

d. ‘ItLereturned copy of the SF 13S must be ptaced
in box 1 of the accession before the records are sentto
the FRC. If boxes or other containers are tightly sealed,
place the shipment copy in an envelope taped to the
outside of the first container.

e. Shipment of records must be in standard records
center cartons marked with appropriate accession and
agency box numbers.

f. Retords of a given accession number must be
covered by the same disposal authority and have the
same disposal date.

3. Evaluating Recor&q. Prior to packing boxes for
transfer to an FRC, conduct a thorough evaluation of the
records using the following guidelines:

a. Remove alt duplicate copies and unnecessary
material, i.e., notes, drafts, and working papers, or
reference material such as instructions, notices,
publications, etC.

b. Separate records into swim. A series is defined as
a block of records having the same disposition authority
and the same retention period.

c. Before packing classified records, make every
effort to declassify or dowmgrade them under the
provisions of OPNAVUWT 5S1O.1H, Information
Security Program Regulations, llmse records that
cannot be declassified should be carefuUy inventoried and
shipped per security regulations contained in
OPNAVINST 551 O.1H.

4, Prenarim Records Transmittal Document. A
separate SF 135 is required for each accession
(permanent or temporary) sent to a FRC and a folder
title Eat of box contents. Complete the SF 135 in
triplicate following the instructions listed below

a. Block 1. TO. lM in the appropriate FRC maiting
address of the center servicing your area.

b. Block 2. AGENCY TRANSFER
AUTHORIZATION. A signature is mandatory.
Administrative or dhctorate level persomel can sign the
authorization.

C. Block 3. AGENCY CONTACT. List the person
most knowledgeable about the records being shipped and
a commercial or FTS telephone number. FRCs do not
have access to DSN. If there is a problem, this is the
person the FRC will contact.

d. Block 4. RECORDS CENTER RECEIPT. Leave
bhmk. The FRC will complete this information.

e. Block 5. FROM

(1) Fill in your complete mailing address citing:

Department of the Navy
Major Subdivision
Minor Subdivision
Mailing Address
City, State Zip Code
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(2) For decommissioned ships, list the ship’s
mailing address first and the type commander’s address
second:

1) Uss Decommiasl“oned (XY 33)
(lkxOmmissi oned-(Date))
FPO NY 12345-6789

2) Type Commander
Mailing Address
City, State Zip Code

(3) For disestablished shore activities and aviation
squadrons, list activity’s mailing address first and the
host command’s address second:

1) Department of the Navy

(Disestablished-(Date))
Major Subdivision
Minor Subdivision
Mlling Address
City, State Zip Code

2) Host Command
Mailing Address
City, State Zip Code

f. Block 6. RECORDS DATA

(1) Column a, RG. Lkt the record group f.RG)
number assigned for your activity. See page A-6.

(2) (!ob.mm b. FY. Lkt the last two digits of the
tiscal year (FY) in which the records are transferred to
the FRC.

(3) column c. NUMB ER

(a) If the records are located at a field activity
or on board ship (record groups 181 or 313), the FRC
will fill in this number when you submit tbe SF 135 for
approval.

(b) If the records are at the headquarters level,
obtain an accession number from the designated records
officer for your record group.

(4) CobJnm d, VOLUME. Lut the total cubic feet
of records being shipped. A standard records center
carton holds one cubic foot. See Pagea A-7-8 for cubic
footage equivalents.

(5) COhmm e. AGENCY BOX NUMBER. List
inclusive box numbers for each series of records

transferred. Each container of an accession must be
numbered sequentially, such as, 1/2S, 2125, 3f2S, etc.

(6) Column f, SERIES DESCRIPTION. Describe
the records in detail: indicate inclusive dates of records,
give organizational component that generated the
records, and any other pertinent information that wilt
help to identify the records. BasicaUy, describe what the
records are, where they were generated, by whom and
when they were created. No description is complete
without the closing date (or inclusive dates) of the
records. Use series descriptions from records schedules
(part III).

m !MIJmn IL RESTRICTION CODE.
Restrictions are explained on the back of the SF 135.
Code “W” should be used for unclassified Privacy Act
system records. Explain any special restrictions at the
bottom of the page, if necessary.

(8) Column h. DISPOSAL AUTHORITY. Cite the
appropriate disposal instruction number, standard
subject identification code (SSIC), paragraph and
subparagraph number that prescribe the retention
standard for the records you are transferring. For
example, if the records you want to transfer were
military disbursing officer original monthly and daily
returns and related reports, you would cite disposal
authority, SECNAVINST S212.5D/7250/2a.

(9) Column i. DISPOSAL DATE. Calculate the
disposd date by guidance given in the disposition
paragraph.

(a) A disposition paragraph reads: “Transfer
to appropriate FRC when 5 years old, Destroy when 75
years old.” If the records are dated February 1984, in
February 1989 you would transfer them to the FRC and
in February 2059 they would be eligible for destruction.
Since disposition is carried out in quarterly cycles at the
FRC, the disposal date would advance to the begimdng of
the next calendar quarter (i.e., January, April, July, or
October of a given calendar year). Therefore, the actual
disposal date for the records in this example would be
April 2059.

(b) A disposition paragraph reads:
~~pe~ent. Tr~sfer to appropriate FRC when 4 yem

old. Offer to NARA when 20 yeara old.” The disposal
date would be last two digits of the year the records are
eligible for offer to the National Archives. Place a ‘lP1~
after the offer year.

After completion, forward the original and one copy of
the SF 135 to the FRC. DO NOT SHIP THE RECORDf$
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AT THIS TIME. me FRC will review the SF 135
authorizing shipment of the records.

5. Packing Records

a. Use the proper size records center carton when
packing records. For legal- and letter-size material, use
standard-size records center cartons. Use half-sise or
designated specialty boxes only for microfilm, index
cards, or other odd-size material. Contact the FRC
regarding shipments of odd-sised material (bound
volumes, ledgers, maps and charts) that will not fit
standard FRC cartons or for fragile items (glass plate
negatives) that require special handling. Discuss with the
FRC the packing requirements dictated by the size or
nature of the records.

~: Use only standard records center cartons
available through General Services Administration.
FRCS till reject any shipment of legal- and letter-sized
records not in authorised records centerartons.

b. Pack records in standard FRC cartons preserving
the original file arrangement. Leave one inch of space
per carton to permit easy withdrawal of folders for
reference. Pack letter-size folders upright facing the
numbered end, legal-sin folders facing the “left” side of
the carton. (See Page A-9)

~ti Do not overpack your boxes. Never add
additional material on bottom, sides, or on top of the
records. Never stack files on top of each other. Do not
combme odd-sized and standard-sized records in the
same shipment. Computer discs should only be packed
in the special cartons available for them. They need to
be packed vertically on their edges, never flat or
horizontally, in standard FRC cartons.

c. Attach folder title lists of box contents, or
equivalent detailed records descriptions, to SF 135
tranamitt@ (1) permanent records, (2) scheduled
records which have been proposed for permanent
retention on a pending SF 115, (3) records from which a
sample is to be selected for permanent retention, and (4)
records of agenaes which routinely fail to screen case
files under series with temporary and permanent sub-
series. A separate SF 135 must be prepared for each
accsion of records in these categories. This information
wiU help to ensure that archival records are identified.
Place a copy of the FRC approved SF 13S and a folder
tMe list of box contents inside the front of the first carton
(agency box number 1, if there is more than one carton
in the accession).

6. Marking cartons. Using a permanent black felt-tip
marker, write the fuU accession number (items 6(a), (b),
and (c) of the approved SF 135, i.e., 181-87-134) in the
front upper left comer of each carton. Also, number the
cartons sequentially (i.e., 1/10, 2/10, etc.) in the front
upper right comer of each carton. (See Page A-8). For
boxes with printed blocks, write the accession number
and the box number in the designated printed blocks on
each box.

NQT& Do not use labels to mark cartons. No
standard method of aftlxing labels is effective in long-
term FRC storage. Write the accession number and box
number directly on the box.

7. ShiDD@ Records

a. ship the records to the FRC as soon as possible
after receipt of the FRC approved SF 135. Records must
be received by the FRC within 90 days (120 days for
overseas locations and sh@ at sea) afler their approving
an SF 135. Delays of more than 90 days (120 days) will
result in the FRC canceling the accession number and
rqectiug any shipments received after 90 days (120 days
for overseas locations and ships at sea). In this case, the
transferring activity wiU be required to resubmit the SF
135, obtain approval for shipment, and renumber the
cnrtons with the new accession number.

b. Accessions of more than 500 cubic feet require
advance space and manpower planning. In such
instances, notify the FRC in writing two weeks prior to
plamed shipment.

c. After the records have been shelved at the center,
the FRC wiU return a copy of the SF 135 annotated with
the location. KIWDthis CODV as a receiDt and as your
permanent record.

8. Maintainhuz Record CODV of the FRC Stored Records.
Use the FRC-acknowledged copy of the SF 135 as a
record of material transferred. This eliminates
preparation of separate inventory lists of records stored
at the FRC, simplifies getting reference service to the
stored records and eases answering various FRC notices.
(See Appendix E for sample of notices You maY receive
from FRCS regarding retired records.)

~ti Attach folder title lists of box contents to the SF
135 for permanent and unscheduled records only. This is
not a requirement by the FRC for trmsferring
temporary records.

A-3



SECNAVINST S212.5D
22 APnl 1998

~: WHE N TRANSFERRING SECRET AND TOP

SECRET RECORM3. OPNAVINST S51O.1H REOUIRE~
H ETOG IL4VEMACCOUNTABILITY BE

MAINTAINED FOR SECRE TANDTOPSE CRET
lNFoRMATfo N AND THAT IT BE TRANSMYITED
~ER A CONTINUOUS CHAIN OF RECEIPTS.
TOP SECRE T INFORMATION TRANSFERRED WITH
IMPROPER RECEIPTS MUST BE RECONCILED
WITH THE SENDING COMMAND.

9. Box Stock Numbers

a. Standard Size:

14 3/4” x 12” x 9 1/2” NSN 8115-00-117-8249
14314” x 12” x 9 1/2” NSN 8115-00-117-8344
15” x 12” x 10 NSN 8115-00-290-3379

b. Special purposw

Half-size box
14 3/4” X 9 1/2” X 4 7/8” NSN 8115-00-117-8338

Magnetic tape box
14 3/4”X113/4” X 11 3/4” NSN 8115-00-117-8347

c. Microfiche:

14 3/4” X 6 1/2” X 4 1/2 NSN 811S-01-025-3254

Microfiche (Archival)
14314” X 6112” X S’ NSN 8115-01-132-1923

d. X-ray:

18” X 1S” X 5 1/2” NSN 8115-00-290-3386

e. Other materials:

Filament Tape NSN 7S10-00-159-4450
Felt-tip Marker NSN 7520-00-973-1059

NATIONAL AND FEDERAL RECORDS CENTERS

AREA SERVED

District of Columbia, Maryland, Via and West
Viia, except U.S. Court Records for Maryland,
Viiginia and West Viiginia

WASHINGTON NATIONAL RECORDS CENTER
Washington, DC 20409

(301) 763-7633

Shipping address for records only (do not use for
mail)
420S SuMand Road, Suitland, MD 20746

The entire personnel records of all separated Federal
employees; medical and pay records of all Federal
employ~ designated medical records of Army and Air
Force military personnel and their dependen~ and
records of agenciea in the St. Louis area @fisaouri only),
of Scott AFB, IL, and of the Memphis Service Center,
Internal Revenue Service.

National Personnel Records Center

(Civilian Personnel Records)
111 Wmebago Street
St. Louis, MO 63118-4199
(314) 425-S761

Designated records of the Department of Defense and the
U.S. Coast Guard

National Personnel Records Center
(Military Personnel Records)
9700 Page Avenue
St. LOlliS, MO 63132-5100
(314) 538-4141

kid
Maine, Vermont, New Hampshire, Massachusetts,
Comecticut, and Rhode Island (Classified Record to
WNRc).

Federal Records Center - Boston
380 TrapeIo Road
Waltbam, MA 02154-6399
(617) 647-8110

Area 2
New York, New Jersey, Puerto Rico, V@@ Islands,
Panama Canal Zone, Guantanemo Bay, Atlantic Ocean
Area

Clasaifed to WNRc
Unclassified to FRC-KSIISSSCity

Area 3
Delaware, Pennsylvania and only U.S. court records for
Maryland, Virginia and West V@nia

Federal Records Center - Philadelphia
14700 Townsend Road
Philadelphia, PA 19144-19154
(21S) 671-8241

A-4



SECNAVINST 5212.5D
22 April 1998

Area 4
North Carolina, South Carolina, Tennessee, Mississippi,
Alabama, Georgia, Florida and Kentucky

Federal Records Center - Atlanta
15S7 St. Joseph Avenue
East Point, GA 30344-2593
(404) 763-7651

Ac!aM
Illinois, Wwonsin, Minnesota and U.S. court records for
Indiana, Michigan and Ohio

Federal Records Center - Chicago
7358 south Pulaski Road
~cA80, IL 60629-5898
(312) 353-0162

Indiana, Michigan and Oh]o except U.S. court records

Federal Records Center - Dayton
3150 Springboro Road
Dayton, OH 45439-1883
(513) 225-2853

=
Kansas, Iowa, Nebraska and Missouri except greater
St. Louis area

Federal Records Cemter - Kansas City
2312 East Bannister Road
Kansas City, MO 64131
(816) 926-7271

Greater St. Louis area (Missouri only)

National Personnel Records Center
(Civilian Persomel Records)
111 Winnebago Street
St. La& MO 63118-4199
(314) 425-5761

k?2u
Texas, Oklahoma, Arkansas, Louisiana and New Mexico

Federal Records Center - Fort Worth
P.O. BOX 6216
Fort Worth, TX 76115-0216
(817) 334-5515

Bldg 1, Dock 1
Fort worth, TX 76115

Acw?
Colorado, Wyoming, Utah, Montana, North Dakota and
80Utb Dakota

Federal Records Center - Denver
P.O. BOX 25307
Denver, CO 80225-0307
(303) 236-0809

And?
American Samoa, California - except southern California
and Nevada - except Clark County

Federal Records Center - San Francisco
1000 Commodore Drive
San Bruno, CA 94066-2350
(415) 876-9006

Arizona; Clark County, Nevada; and southern California
(counties of San Luis Obispa, Kern, San Bernardino,
Santa Barbara, Ventura, Los Angeles, Riverside,
Orange, Imperial, Inyo, and Sm Diego)

Federal Records Center - Los Angeles
24000 Avila Road
Laguna NQuel, CA 92607-6719
(714) 643-4220

Area 10
Washington, Oregon, Idaho, Alaska, Hawaii and Pacific
Ocean areas except American Samoa

Federal Records Center - Seattle
6125 Sand Point Way, NE
Seattle, WA 98115-7999
(206) 526-6501

Shipping address for records only
(do not use for mail)
4900 Hemphill Street
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&w.!
North Carolina, South Carolina, Tennessee, Mississippi,
Alabama, Georgia, Florida and Kentucky

Federal Records Center - Atlanta
1557 St. Joseph Avenue
East Point, GA 30344-2593
(404) 763-7651

w
Illinois, WWonsin, Minnesota and U.S. court records for
Indiana, Michigan and Ohio

Federal Records Center - Chicago
7358 south Pulaski Road
Chicago, IL 60629-5898
(312) 353-0162

Indiana, Michigan and Ohio except U.S. court records

Federal Records Center - Dayton
3150 Springboro Road
Dayton, OH 45439-1883
(513) 22S-2853

Area 6
Kansas, Iowa, Nebraska and Missouri except greater
St. Louis area

Federal Records Center - Kansas City
2312 East Bannister Road
Kansas City, MO 64131
(816) 926-7271

Greater St. Louis area (Missouri only)

National Persomel Records Center
(civilian personnel Records)
111 Wmebago Street
St. Louis, MO 63118-4199
(314) 425-5761

AmL2
Texas, Oklahoma, Arkansas, Louisiana and New Mexico

Federal Records Center - Fort Worth
P.O. BOX 6216
Fort Worth, TX 76115-0216
(817) 334-5515

Bldg 1, Dock 1
Fort Worth, TX 76115

Area 8
Colorado, Wyoming, Utah, Montana, North Dakota and
!hth Dakota

Federal Records Center - Denver
P.O. BOX 25307
Denver, CO 8022S-0307
(303) 236-0809

Au@?
American Samoa, California - except southern California
and Nevada - except Clark County

Federal Records Center - San Francisco
1000 Commodore Drive
San Brnno, CA 94066-23S0
(415) 876-9006

Arizona; Clark County, Nevada; and southern California
(counties of San Luis Obispa, Kern, San Bernardino,
Santa Barbara, Ventura, Los Angeles, Riverside,
Orange, Imperial, Inyo, and San Diego)

Federal Records Center - LOSAngeles
24000 Avila Road
Laguna Niguel, CA 92607-6719
(714) 643-4220

Area 10
Washington, Oregon, Idaho, Alaska, Hawaii and Pacific
Ocean areas except American Samoa

Federal Records Center - Seattle
6125 Sand Point Way, NE
Seattle, WA 98115-7999
(206) 526-6501

Shipping address for records only
(do not use for mail)
4900 Hempbill Street
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DON RECORD GROUPS

19 Records of the Bureau of ships

24 Records of the Burenu of Naval Personnel

37 Records of the Hydrographic Office

38 Records of the Chief of Naval Operations

45 Naval Records College, Office of Naval
Records and Library

52 Records of tbe Bureau of Medicine and Surgery

38S Records of the Naval Facititiea Engineering
Command

402 Records of the Bureau of Naval Weapons

405 Records of the U.S. Naval Academy

428 General Records of the Departsnent of the
Navy 1947-

526 Records of the Naval Criminal Investigative Service

UNIFIED COMMAND RECORD GR~

S18 Records of the U.S. Central Command

71 Records of the Bureau of Yards and Docks
528 Records of the U.S. Atlantic Comman d

72 Records of tbe Bureau of Aeronautic
529 Records of the U.S. Pacific Command

74 Records of the Bureau of Ordnance

78 Records of the Naval Observatory

80 General Records of the Dept. of the Navy 1798-1947

125 Records of the Office of the Judge Advocate General

127 Records of the U.S. Marine Corps

530 Records of the U.S. Southern Command

531 Records of the U.S. European Command

532 Records of the U.S. Space Comman d

533 Records of the U.S. Special Operations Command

534 Records of the U.S. Transportation Command

143 Records of the Bureau of Supplies and Accounts
535 Records of the U.S. Strategic Command

181 Records of Naval Districts and Shore Establishments

225 Records of Joint Army & Navy Boards&
committees

289 Records of the Naval Intelligence Command

298 Records of the Office of Naval Research

313 Records of the Naval Operating Forces

343 Records of the Naval Air Systems Command

344 Records of the Naval Ships Systems Command

345 Records of the Naval Electronics System Command

346 Records of the Naval Ordnance Systems Command

347 Records of the Naval Supply Systems Command

384 Records of the Chief of Naval Material
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APPENDIX B

REFERENCE SERVICE

1. Request reference service by letter or memorandum
enclming Optional Form (OF) It, Reference Requeat-
Federal Records Centers. Using this form results in
faster service. See sample of the OF Ii on page B-2.

2. Include in the request the name of the naval activity;
the name, location, and telephone number of the person
for whom the request is being made; a full description of
the information or records needed; and the box number,
the Federal Records Center (FRC) location number, and
the accession number. This information is available from
the Standard Form (SF) 135, If there are no security
restrictions, a small number of records can be returned
to the agency by mail or United Parcel Service.

3. Ml DON personnel visiting a center to examine
records, including messengers picking up DON records,
should carry appropriate credentials (a letter of
authorization whose reference requests are honored at
the FRC). fn the case of classified documents, the
individual must have written authorisation to examine the
records. Rovide the security clearance of the visitor,
messenger, or DON persomel to the FRC prior to
arrival.

4. When capability exists (i.e., equipment, personnel,
etc.), certain records centers wilt provide reproductions
of records unless it is contrary to DON restrictions,
secnrit y requirements, or siatutory limitations.
Generatly, IM)N requests for reproduction wilt be done
without charge. An excessive number of requests for
copies, however, may require the requesting activity to
reimburse the National Archives and Records
Administration (NARA). There is also a charge for
certified copies. Requests for reimbursable microfilm
services and other requests involving extensive use of
technical facititiea and personnel wiU be charged to the
requesting activity based on a schedule of feea.

5. To enable the National Archives or FRC to restore
returned records which were withdrawn on a loan basis:

a. Include a copy of the OF 11 used to withdraw the
record(s).

c. Note, in penal, accession number, Iocation and
box number on record(s) or file folder(s) when separate
record(s) or file folder(s) are withdrawn.

b. Ensure all records remain intact when a box is
withdrawn. Return the entire box. If records must be
reboxed, mark the outside of the box with the orirnnal
accession number, location and box number. (See
Appendix A, paragraphs 5 and 6.)
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APPENDIXc

GLOSSARY OF TERMS

Tbe defitions and explanations contained in this
Appendix apply to terminology or names as used in this
instruction.

1. ACCESS. (a) The availability of or the Peru&ion to
consult records, archives, or manuscripts. (b) The abitity
and opportunisty to obtain classified or administratively
controlled information or records.

2. ACCESS ION$ The act and procedures involved in a
transfer of legal title and the taking of records or papers
into the physical custody of an archival agemcy or a
records center. In records ceder operations, transfer of
legal title may not be involved. The definitions also
includes the materials involved in such a transfer of
custody.

3. ACCOUNT ABLE OFFICERS ACCOUNTS. specific
documents prepared by accountable officers, required by
GAO to be maintained for audit. Also known as site
audit records.

4. ACCRETION. An accession that is an additional
segment of an already accessioned series.

5. ACTION COPY. That copy of a communication
directed to a particular agency, office, or individual
responsible for action as opposed to an information copy.

6. ACTIVE RECORDS. see CURRENT REcom.

7. ADMINISTR ATIVE RECORDS. See
HOUSEKEEPING RECORDS,

8. ADMINISTRATIVE VALUE. In terms of appraisal,
the usefulness of records to the originating or succeeding
agency in the conduct of current business. See also
INFORMATION VALUE.

9. ADMINISTRA TIVELY CONTROLLED
INFORMATION. Privileged or other nonsecurity-
clasaitied information in records sometimes bearing
designations such as “For Official Use Only” or “Limited
Official Use” to prevent its unauthorized disclosure. See
also CLASSIFIED INFORMATION, CLOSED FILE.

10. APPRAISAL. The process of detmnining the value
and disposition of records based upon their
adminktrative and other uses, their evidential and
informational or research value, their arrangement, and
their relationship to other records.

11. ARCHITECTURAL DRAWINGS. Graphic and
eI@ee@g dratifks that depict conceptual as well as
precise measured information essential for the planning
and construction of static structures.

12. ARCHIVAL AGENCY. See ARCHIVES.

13. ARCHIVAL VALUE. The determination by
appraisal that records are worthy of permanent
preservation by an archival agency. See also
HISTORICAL VALUE.

14. ARCHIVE$. (a) The noncurrent records of an
organization or institution preserved because of their
permanent value; also referred to, in this sense, as
archival materials or archival holdings. (b) The agency
responsible for selecting, preserving, and making
available archival materials; also referred to as an
archival agency. (c) The building or a part of a building
where such materials are located; also referred to as an
archival repository or depository.

15, ARCHIVES ADMINISTRATION. ‘l%emanagement
or direction of the program of an archival agency,
including the following basic fimctions: appraisal,
disposition, accessioning, preservation, arrangement,
description, reference service, exhibition, and
publication.

16. ARCHIVIST. A person responsible for or engaged
in one or more of tbe following activities in an archival
repository: appraisal and disposition, accessioning,
preservation, arrangement, description, reference service,
exhibition, and publication. See also RECORDS
MANAGER.

17. ARRANGEMENT. The process and results of
organizing archives, records, and manuscripts following
accepted archival principles.

18. AUD1OVISUAL RECORDS. prO~iiUI and
information motion pictures, still pictures, sound
record@s, video recordings, and related documentation.

19. AUTOMATED DATA PROCESSING. System for
recording and processing data on magnetic media.

20. BREAK FILES. See FILE BREAK.

21. CARTOGRAPHIC RECORDS/ARCIHVEf$.
Records and archival material containing aerial
photographs, maps, and related textual documentation.

22. CASE FILES. A folder or other file unit containing
material relating to a specific action, event, person,
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place, project, or other subject. Sometimes referred to
as a project file or a transaction file. Also a collection of
such folders or other file units.

23. CENTRAL FILE$. Tbe file of a command or
several offices of organisational units physically and/or
functionally centralized and supervised in one location,

24. CHRONOLOGICAL FILE. See READING FILE.

2S. CL ASSIFIED INFORMATION. Records or
information requiring, in the intereats of national security
or for the protection of individuals, safeguards against
unauthorized disclosure. See also
ADMINISTRATIVELY CONTROLLED
INFORMATION, CLOSED FILE.

26. CLOSED FILE. (a) A file unit or series containing
documents on which action has been completed and to
which additional documents are not likely to be added.
(b) A file unit or series to which acceaq is limited or
denied. See also ADMINISTRATWELY CONTROLLED
INFORMATION, CLASSIFIED INFORMATION.

27. ~ OMPREHENSIVE RECORDS CONTROL

Sc HEDULE. A document describing all records of a
command or organisational unit and authorizing, on a
continuing basis, the speafic d@mition of recurring
series or records.

28. ~ ONTINGENT DISPOSAL. Destruction of
temporary records at a fixed period after a predictable
event. Disposal may be baaed on the likelihood that two
or more events in the fhture affect a series or records.

29. ~ONVENIENCE FILE. Extra copies of records,
personal papers, or publications maintained for ease of
access and reference. sometimes known as personal file.

30. COPY. A reproduction of an original document,
usuaUy identified by function or method of creation.
Copies identified by function may include action copy,
comeback copy, file or record copy, information or
reference copy, official copy, and tickler copy. Copies
identified by method of creation include carbon copy,
mimeograph copy, ribbon copy, and electrostatic copy.

31. ~oRREs PONDENCE. Letters, postcards,
memoranda, not es, telecommunications, and any other
form of addressed, written communications sent or
received.

32. Cull XCFEET OF RECORD. Records measuring
one foot long, one foot wide, and one foot hlgb; used as a
yardstick to indicate volume or records on hand,

transferred, or destroyed. See Appendix A for table for
calculating cubic footage for various physical types of
records.

33. CURRE NT RECORDS. Records that are necessary
for conducting current business and must be maintained
in office space and equipment.

34. CUSTODY. The guardianship of records, archives,
and manuscripts that, in a strict %mse, inciudea both
physical posaedon (protective responsibility) and legal
title (legal responsibility).

35. CUT OFF. See FILE BREAK.

36. DEPARTMENTAL BUREAUS AND OFFICE&L All
headquarters activities and offices at the Seat of
Government, including oflices of the Secretary of the
Navy, Under Secretary and Assistant Secretaries, offices
of the Chief of Naval Operations and the Commandant of
the Marine Corps, all independent departmental boards
and committees, and Systems Comman ds, Bureaus, and
0mCe5.

37. DISPOSAL. The physicnl destruction of records by
burning, macerating, or other appropriate means such as
salvage.

38. DISPOSAL AUTHORITY. The legal authorization
for records destruction obtained from the Archivist of the
United States.

39. DISPOS AL SCHEDULE. Instructions for
disposition of DON records. See DISPOSAL
AUTHORITY.

40. DISPOSITION. The destruction, retirement,
transfer, or microfilming of records, or their donation to
another Federal agency or to non-Federal recipients. It
may include two or more of these actions, such as
transfer when three years old and destroy when six years
old.

41. DOCUM13~. Recorded information regardless of
medium or characteristic. Frequently used
interchangeably with record.

42, EMERGENCY DESTRUCT ION. Eliminating
records under abnormal circumstance, as provided by
law or regulations,

43. FEDERAL RECORDS CENTER. A records storage
facility operated by the National Archives and Records
Adminktration @LkRA), for housing and servicing
noncurrent records of the Federal Government.
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44, -E. (a) An accumulation of records maintained in
a predetermined physical arrangement, (b) documents
placed in a predetenuined location according to m
overall plan of classification. Some examples of what a
file can consist of arti

a. Any entire voucher file, arranged numerically by
voucher number and consis@ of copies of paid vouchers
together with attached supporting papers such as
purchase orders, receiving reporta, invoices, bills of
lading, and correspondence. (Each individual voucher
together with its supporting papers is a file unit.)

b. A complete official personnel file, arranged
alphabetically by name of employee, and consisting of
separate persomel folders, each containing records
pertaining to an individual employee. (’Each separate
folder with its contents is a file unit).

c. A purchase order file, arranged numerically by
purchase order number or alphabetically by name of
vendor, and conaisthg of copies of aU the purchase
orders issued or received by the organisation. (Each
separate purchase order and its supporting paper is a file
unit.)

45. FILE BREAWCUT OFF. Termination of a file at
regular intervals to allow continuous disposal or transfer
of file series. F!le cut off periods are normally by
calendar or fiscal year.

46, FILE UNIT. A case file or a series of papers
documenting a single transaction and comprising part of
a file series, such as a voucher with attached supporting
papers, a personal history folder with included papers
relating to an employee, or an incoming letter with
int emal comments and official reply attached. See also
FILE.

47. FINDING AIDS. The descriptive media or terms,
published and unpublished, created by an originating
office, an archival agency, or manuscript repository to
establish physical or administrative control over records
and other holdings. Basic finding aids include guides
(general or repository and subject or topical), inventories
or registers, location registers, card catalogs, special lists,
shelf and box lists, iudems, calendars, and, for machme-
readable records, software documentation.

48. FISCAL VALUE, me usefidneas of records for
information about the finmcial transactions and
obligations of agencies and organisations. See ako
ADMINISTRATIVE VALUE.

49. GENERAL CORRESPONDENCE FILE$. A ~OUp

of related records accumulated by most activities
consisting of correspondence, memoranda, messages,
reports, and other records. These files are created in
comection with the principal functions the activity
performs. Since a variety of material is involved, it is
beat filed by subject so that relationships maybe
perceived readily. The use of the Navy-Marine Corps
Standard Subject Identification Co&a system (contained
in SECNAV instruction 521O.11C) is prescribed for these
files. Under this system, numerical subject classification
codes are designated for primary subject to fit the need
of the individual activity or office. These are subdivided
into secondary and tertiary codes, as necessary.

50. GENERAL RECORDS SCHEDUL E. A SCbedllk,

issued by the National Archives, governing the disposition
of specified recurring record series common to several or
all Federal agencies. These schedules as they apply to
DON records have been incorporated into Parta 111and
IV of this instruction.

51. HISTORICAL VALUE. The usefulness of records
for historical research concerning the DON or for
information about persons, places, events, or things.
Also known as a staging area.

52. HOLDfNG AREA. DON space used for the
temporary storage of active or semiactive records and for
records with relatively short retention periods. Ako
known as a staging area.

53. HOUSEKEEPING AND ADMINISTRATIVE
FJLE& Records that relate to budget, fiscal, personnel,
supply, and similar adminktrative operation, as
distinguished from actual program records which
document the activity ’s/command’s primary function.

54. fNACTIVE RECORDS. See NONCURRENT
RECORDS.

55. INFORMATIONAL VALUE. The value of records
that derive from the information they contain on matters
with which pubtic agencies deal.

56. LEGAL VALUE. The value of records which
contain evidence of legally enforceable rights or
obligations of governments and/or private persons.

57. MACHINE-READABLE RECORDS. Records
whose informational content is usually in code and has
been recorded on media, such as magnetic disks, drums,
tapes, punched paper cards, or punched paper tapes,
accompanied by finding aids known as software
documentation. The coded information is retrievable
only by machine.
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58. RHT. A handwritten or typed document
including a copy. A mechanically produced form
completed in handwriting or typescript is also considered
a manuscript.

59. MAPS AND CHARTS. Graphic representation at a
reduced scale of selected physical and cultural features of
the surface of the earth and other planetary bodies.
These may include topographical quadrangles, cndastral
plans, charts (hydrographic, nautical, weather, and
aeronautical), photomaps, cartograms, globes, and relief
models.

60. MICROCARD. An opaque card containing
miniatnrizA pages photographically reproduced in a grid
pattern by rows (like the numbers of a calendar).
Microcards can be printed on one or two sides. They are
used primarily for direct reading or when only a few
permanent enlargements are needed.

61. MICRO FICHE. Miniaturized images arranged in
rows that form a grid pattern on card size transparent
sheet film.

62. MICROFILM. A negative or a positive
microphotograph on film. The term is nsuaUy applied to
a sheet of film or to a long strip or roU of film that is
16mm, 35mm, 70mm, or 105mm in width and on which
there is a series of ndcrophotographs.

63. MTCROFORM. Any miniaturized form containing
micro images, such as microcards, microfiche, microfilm,
and aperture cards.

64. MICROPHOTOGRAPH. A photographic
reproduction so much smaller than the object
photographed that optical aid is necessary to read or view
the image. The usual range of reduction is from 8 the 25
diameters. Also called microcopy.

65. NAVAL ACTMTIE$ Navy and Marine Corps
activities.

66. NAVAL RECORDS. Navy and Marine Corps
records; in some instances retention and disposal
standards specifically designate Navy andlor Marine
Crops records, but where “naval” is used it is intended to
include both.

67. NAVY RECORDS CENTER~. See RECORDS
CENTER.

68. NONCURRE NT OR INACTIVE RECORDS. ‘t%OSf$

tiles not needed in the conduct of current business and
which may be removed from office space and equipment

without impairing current operation.

69. NONRECORD (FILES) MATERIAL. Materials not
usuaUy included within the definition or records. These
are accumulated in the process of producing records, but
they never acquire a “record” character md inctudw

a. stocks of publications and other reproduced
documents maintained for supply pnrpases;

b. materials preserved solely for purposes of
reference or exhibition in libraries of museums;

c. duplicate copies of material maintained within the
same organization when serving the same functional
purpose;

d. copies of reproduced or processed materials when
other copies are retained elsewhere for official record
purposes;

e. extra copies of papers preserved solely for
convenience of reference, e.g., reading files, and “foUow-
up” or “tickler” or “suspense” copie9 of materials that
may be destroyed after a brief period; abstracts or briefs
of material maintained for tickler purposea;

f. privately purchased books and other papers
relating to private personal matters and kept in an office
only for convenience; and

g. correspondence and other records of transitory
value that have no value after action has been completed
or that are received for information and require no
action. Some examples of this nonrecord category are

(1) published materials received from other
activities or offices requiring no action and not required
for documentary purposea;

(2) letters or other transmitting papers that add
no significant information to the material submitted;

(3) catalogs, trade journals, and other documents
or papers received from other Government agencies,
commer~al firms, or private institutions, that require no
action and are not a part of a case upon which action is
taken;

(4) working papers, preliminary or intermediate
drafts, reports and related papers, memoranda,
preliminary worksheets, or notes and similar materials
that are summarized in final or other form and that have
no evidential or informational value once action has been
completed since they do not relate to significant steps
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taken in preparing record copies of documents;

(5) reproduction materiats such as stencils,
hectograph masters, and offset plates;

(6) shorthand notes, stenographic notebooks,
and stenotype tapes that have been transcribed;

(7) information copies of correspondence,
memoranda, and other papers that require no
administrative action;

(8) notices or other papers that are not tbe basis
for official action;

(9) charts, diagrams, and other graphic
materials, prepared from source material and used for
briefing or training activitiq

(10) statistical tabulating aids used incidentally in
the documenting process;

(11) routine records used to control or facilitate
action%

(12) personal work papers, such as notea, rough
drafta, cards, etc.; and

(13) tibrary material, publications and other
materials maintained by tibrariea exclusively for
reference purpose5.

(some activit.im transfer their “record” copies of
publications or research reports to their libraries where
they are retained for tbe activities and may also be used
for reference purpoaea. The fact that these are
maintained in libraries rather than in the official files
does not change the record character of publications so
transferred; these still remain “record” material.)

70. PAPERWORK MANAGEMENT. Collectively, the
techniques of managing the creation, maintenance, and
disposition of records. See also RECORDS
MANAGEMENT.

71. PERMANENT RECORDS. Records that have been
appraised as having enduring values-historical, research,
legal, scientific, cultural, or other vatues. Permanent
records are those that will protect the MN’s interests
and that documemt ita primary missions, timctions,
responsibilities, and significant experiences and
accomplishments.

72. PRIMARY PROGRAM FILES. Files of m activity
or office having primary responsibility for the

eatablisbment and development of general policies, plans,
programs, and procedures in designated functional areas.
Activities creating or accumulating these records are
formulating and prescribing procedures to be followed by
other activities and offices. Most primary program
records are accumulated by departmental activities; but
Operating Force (Flag/General) commands, and some
other ~“or field commands also accumulate primary
program tiles. Primary program files generally are
permanent records.

73. PROGRAMMING RECORD!$ The process of
developing instructions spanning the complete life cycle of

a records series born its creation to eventual destruction
or preservation.

74. RECORDS. Those documentary materials that may
not be destroyed without the approval of the National
Archives and the Secretary of the Navy as promulgated
in this instruction. The statutory de6nition or records is
)!AUbooks, papers, maps, photographs, or other

documentary materials, regardless of physical form or
characteristics, made or received by any agency of the
United Statea Government under Federal taw or in
comection with tbe transaction of public business and
preserved or appropriate for preservation by that agency
or its legitimate successor as evidemce of the organization,
functions, policies, decisions, operations, or other
activities of the Government or because of the
informational value of the data contained therein. ” Some
evidence of information concerning these matters is
contained in practically aU records. The immediate or
future reference needs decide tbe retative importance of
this documentation. Identification of those records which
contain sufficient evidence or information to justify
continued preservation is a principal part of the records
disposal program. Guidance for making this
identification is provided in this instruction.

75. RECORDS CENTER. A facility equipped for the
concentrated economical storage of noncurrent or
inactive records and staffed to perform required
reference, processing, disposal, and related services.

76. RECORDS DISPOSAL SCHEDULE$ The
administrative md]a used by the DON to obtain legal
disposal authority for categories of naval records. When
authorized by the archivist of the United States, these
schedules grant continuing authority to dispose of
identifiable categories of naval records that already have
accumulated and that will accumulate in the future. This
authority is issued to naval activities by this instruction.

77. RECORDS D1SPOSITION. See DISPOSITION.
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78. RECORDS DISPOSITION OFFICER. The official
respondble for operation of a records disposition
program.

79. RECORDS MANAGEMENT. That area of general
admhdstrative management concerned with achieving
economy and efficiency in the creation, use and
maintenance, and disposition of records. This includes
fidtllling archival requirements and ensuring effective
documentation. See also PAPERWORK
MANAGEMENT.

80. RECORDS MANAGER. The person responsible for
or engaged in a records management program.
Sometimes known as a records officer or records
administrator. See also ARCHIVIST.

81. RECORDS STORAGE AREA. Space set aside,
without specialized equipment or personnel for the
economical local storage of relatively inactive noncurrent
records that must be retained for an addkional period
before destruction or transfer to a records center. See
also HOLDING AREA.

82. REPOSITORY. A place where archives, records, or
manuscripts are kept, The word “depository” is
sometimes nsed as a synonym for repository.

83. RESEARCH VALUE. The nsefidness of records for
research by the Government, business, and other private
organizations, and by scholars in the humanities, social
and physical sciences, administration, and other
disciplines. See also HISTORICAL VALUE.

84. RETENTION PERIOD. The period of time that
records must be kept before they may be destroyed. The
period usually is stated in terms of years or months, but
is sometimes expressed as contingent upon the occurrence
of an action or event. When the retention period is
expressed in termsof years or months this period is
calculated commencing with the cut off date. A retention
period is tobe “ “dMm@sbed from a retirement period
(see Retirement PERIOD).

85, RETENTION STANDARD. A description of a series
of records and their retention period approved by the
Secretary of the Navy following current law or
regulation. The retention period may be of a temporary
or permanent duration.

86, RETIREMENT OF RECORDS, Removal of records
from usable officetype space and equipment to local
records storage area.

87. RETIREMENT PERIOD. The period of time which

records are to be retained before being removed from a
current files area to a designated local storage area. A
retirement period is to be “ ‘dmtm@ahed fkom a retention
period (see RETENTION PERIOD).

88. SCRATCHING. process of permanently removing,
erasing, or obliterating recorded information from a
medium, especially a magnetic tape or disk, which then
may be r~d. (Sometimes called
DELETING or ERASLNG.)

89. SCREENING. The examination of records to
determine the presence of documents eligible for
destruction and the removal of such documents from the
files prior to disposition of the remaining records.

90. SE CUSHTY CLASSIFIED RECORDS. See
CLASSIFIED INFORMATION.

NOTE- DESTRUCTION OF ELECTRONIC—.
RECORDS.
Electronic records may be destroyed only in
accordance with a records disposition schedule
approved by the Archivist of the United States,
including General Records schedules and this
instruction. At a minimum each comman d shall
ensure that:

(a) Electronic records scheduled for destruction are
disposed of in a manner that ensures protection of any
sensitive, proprietary, or national securit y information.

(b) Magnetic recording media previously used for
electronic records containing sensitive, proprietary, or
national security information are not -d if the
previously recorded information can be compromised by
reuse in anv wax.

91. SImH-c URRENT RECORDS. Records required so
infrequently in the conduct of current business that they
should be moved to a holding area or dmectly to a
records center. See also CURRENT RECORDS,
NONCURRENT RECORDS.

92. SERIES. File units or documents arrmged following
DON’s filing system (Standard Subject Identification
Codes) or maintained as a unit because they relate to a
particular subject or fimction, results from the same
activity, have a particular form, or because of some other
relationship arising out of their creation, receipt, or use.
(Sometimes known as a record series, series of records,
or file series.)

93. TEMPO RARY RECORD$ Records that need be
retained for a specific period of time or until the
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occurrence of an action or event but that may then be
destroyed, provided tbe destruction is accomplished
under the provisions of this instruction. See also
CONTINGENT DISPOSAL.

94. TICKLER FILE. A file arranged by date to
facilitate selection of records for disposal when they
become due.

9s. TEXTUAL REcoRDs/ ARCHIVES. The term
usually applied to manuscript materials, as distinct from
cartographic, audiovisual, and macbin~readable record.

%. TRANSACTION FILE. See CASE FILE.

97. TRANSFER OF RECORDS. Chmge of custodial
responsibility for records by removal and assignment to
another activity or office, or to a Federal Records
Center, the National Archives, another Federal agency, a
non-Government institution, or other non-DON recipient.

9s. UNsc HEDULED RECORDS. Records for which no
ultimate disposition has been determined. Naval records
should not appear in this category.

99. WIDE AREA NETWORK (WAN). A system for
linking together computers, terminals, printers, and
other equipment that are located in extensively separated
OffiCeS and buildings.

100. WORD PROCESS ING ~. CrWing and
modifying documents by using a computer, along with
other hardware and related software.

101. WORK FILE$$. Temporary files in auxiliary
computer storage. Sometimes called processing files.

102. WORKING PAPERS. Documents such as rough
notes, calculations, or drafts assembled or created and
used in the preparation or analysis of other documents.

103. WRITE ONCE READ MANY (WORNQ. Of or
relating to a type of optical disk on which information
can be recorded only once but tkom which it can be
retrieved and read many times.
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APPENDIX D

REIMBURSARLE MICROFILM SERVICE PROVIDED
BY FBDBRAL RECORDS CENTERS

1. ~Ag$& Federal Records Centers offer a wide range
of microfilming services on a coat-reimbursable basis.
services include:

a. $%rvev?. Micrographic system surveys are
conducted to determine the feasibility of microfilm
pr@ecta, format recommendations, and cost proposals.

b. Auxitiarv servica . These services include fibn

procekn%, aperture card mounting, roll-to-roU
duplication, microfiche duplication, and film inspection.

c. SW ty stmltEri . Centers store original silver
halide microfiche negativea in environmentally controUed
vaults.

2. Reoueata for Servica.

a. The naval activity will be asked to provide
instructions, specifying the location of the records to be
filmed; tbe description of the records, including the
volume, size, and physical condition; filming arrangement
and the nature and frequency of additions, changes,
deletions, etc.; the size and tbe formal of the fibn to be
used and the reduction ratio at which the documents are
to be filmed; the type of microlihn reader to be used; and
the number and type (silver, diazo, or veaiculad of
reference copies.

b. Requests for assistance should be sent to tbe
federal records center servicing the activities’ geographic
area.
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APPENDIX E

RECORDS DISPOSITION NOTICES ISSUED BY
FEDERAL RECORDS CENTERS

1. Relocab“on of Recor~

a. Occasionally, it becomes necessary to move records
within the Federal Records Center. Wlw.n this happens,
activities will be notified of the relocation. NA Form
13016, Notice of Accession Location Change (See Page
E2), is mailed the month following the relocation. It is
imperative that agency copies of Standard ForMs (SF)
13S be annotated to show new location numbers
for use in securing reference service.

b. For further information concerning the relocation
of records, contact the Appraisal and Disposition Branch
of the appropriate records center.

2. Records Diso@al

a. Activities are notified of the pending disposal of
records on NA Form 13001, Notice of Intent to Destroy
Records (See Page E3), which is mailed 90 days prior to
scheduled destruction. If there is no objection from the
agency during that period, the records will be destroyed
as scheduled.

b. Justification for continued retention must be
submitted in writing indicating the specific need (audit,
Iegal, or other pertinent issue) and the estimated duration
of continued retention of the records.
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APPENDIX F

STANDARDS FOR NAVY RECORDS CENTER

1. Facititv Standards for Records Center. Navy-owned
records centers must comply with the facility standards
specified below:

a. Gszm!.

(1) The facility should be a single story building,
at or above ground level, constructed with
noncombustible materials.

(2) A structural engineer shaU estabtish a floor
load thnit for the records storage area. Post the
aUowable load timit in a conspicuous place and do not
exceed it.

(3) Steel shelving or other open-shelf records
storage equipment shall be braced to prevent collapse
under fult load in accordance with Federal Specifications
AS-S-271 or AA-S-1047. ‘he records storage height shall
not exceed 15 feet. Navy records centers which have
storage height in excess of 15 feet may apply in writing to
the Assistant Archivist for FederaI Records Center (NC),
National Archives and Records Administration,
Washington, DC 20408, for an exemption of this
requirement. If a request for exemption is denied,
agenciea wilt be required to remodel existing centers to
meet the 15-foot requirement.

(4) Equip the area occupied by the center with
an anti-intrusion atarm system, or equivalent, to protect
against unlawful entry after hours.

b. Fwe Safety.

(1) AU waUs separating records areas from each
other and from other storage areas in the building shall
be 4-hour fire resistant. The records areas shall not
exceed 40,000 square feet each. Two-hour-rated firewalls
shall be provided between the records storage areas and
other auxitiary spaces. Penetrations in the waits shall not
reduce the specified tire-resistance ratings.

(2) Openings in firewalls separating records
storage areas shatl be avoided as far as possible but if
openings are necessary they shall be protected by self-
c.losing or automatic Ctass A firedoors, or equivalent, on
each side of the wall openings.

(3) Roof SUpport structures that cross or
penetrate firewaUs shaU be cut and supported
independently on each side of the tirewatt.

(4) If firewaUs are erected with expansion joints,
the joints shall be protected to their full height with No.
10 iron astragals lapping the opening of ench side of the
Krewall.

(5) Building columns in the records storage areas
shaU be 2-hour fie resistant from the floor to the point
where they meet the ceiting or roof framing system.

(6) Automatic roof vents shaU not be designed
into new or existing buildings.

(7) where lightweight steel roof or floor
supporting members (e.g., bar joists have top chords
with angles 2 by 1 1/2 inches or smaUer, 1/4 inch thick or
smaUer, and 13/16 inch or smaUer web) are present, they
shaU be protected either by applying a 10 minute fire-
resistive coating to the top chords of the joists, or by
retrofitting the sprinkler system with large drop spMtder
heads. Retrofitting may require modifications to the
piping system to ensure that adequate water capacity and
pressure are provided in the arems to be protected with
these large drop sprinkler heads.

(8) Furnace or boiler rooms shall be separated
from records storage areas by 4-hour-rated firewalls,
with no openings directly from these rooms to the record
storage areas. No open tlame (oil or gas) equipment or
unit heaters shaU be instaUed or used in any records
storage area.

(9) The arrangement of the records storage
equipment shaU be such that there shaU be no dead-end
aislea, Equipment rows runnin g perpendicular to the
waU shaU terminate at least 18 inches tkom the wall.

(10) No oil-type electrical transformers,
regardless of size, except thermaUy protected devices
including fluorescent light baUasts, shaU be instatled in
the records storage areas. AU electrical wiring shatl be in
metal conduit, except that armored cable may be used
where flexible connections to light fixtures are required.

(11) AU records storage and adjoining areas shaU
be protected by automatic wet-pipe sprinklers.
Automatic sprinklers are specified here because they
provide the most effective fire protection for high-piled
storage paper records on open-type shelving.
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NOTIR Other automatic exdnguishing systems or
protective measures may provide an acceptable level of
6re-loss risk depending upon specific conditions, such as
type or importance of the records, the type and stacking
height of the storage equipment used; or how the space is
designed, controlled, and equipment us@ or how tbe
space is designed, controlled, and operated (ss weU as
value). @ncies may elect to use alternate standards, as
appropriate to their needs, such as those issued by the
National Fire F%otection Association (see NFPA 13, NFPA
231C, NFPA 232, and NFPA 232AM). Also agenciea
may consult the Chief of the Accident and Fire
Prevention Branch in the GSA regional office about these
or other systems and protective measures.

(12) The sprinkler system shalt be rated at 286
degrees Fahrenheit and designed to provide 0.30 gpm per
square foot for the most remote 1,500 square feet of floor
area with a minimum flowing pressure of 7.0 psi at tbe
most remote sprinkler head. Installation shall follow
Standard Number 13 of the National Fire Protection
Association.

(13) Maximum spacing of the sprinkkr head
shall be on a lo-foot grid and positioning of the heads
shaU provide complete, unobstructed coverage, with a
clearance of no kss than 18 inches from the top of the
highest stored material.

(14) ‘l’he sprinkler system shall be equipped with
a water-flow alarm connected to a continuously staffed
fire department or central station, with responsibility for
immediate response.

(15) A manual fire alarm system shalt be
provided with central station service or other automatic
means of notifying the municipal fire department. A
manual alarm pull station shall be located a~acent to
each exit. supplemental manual alarm stations are
permitted within the records storage areas.

(16) All water cutoff valves in the sprinkler
system shall be equipped with an automatic closure alarm
connected to a continuously staffed station, with
reaponsibilit y for immdlate re5ponse.

(17) A dependable water supply free of
interruption shall be provided, This normally requires a
backup supply system having sufficient pressure and
capacity to meet both firehose and sprinkler requirements
for two hours.

(18) Interior tlrehose stations equipped with a 1
1/2 diameter hose shalt be provided in the records storage

areas, enabling any point in the records storage areas to
be reached by a So-foot hose stream from a 100-foot hose
lay, The tire hoses sbaU not be provided, however,
unless training in the handting and use of small hoses,
protective gear, and breathing equipment has been given,
and those protective items are avaitable for brigade
members.

(19) In addition to the designed sprinkler flow
demand, 500 gpm shall be provided for hose stream
demand. The hose stream demand shaU be calculated
into tbe system at the base of the main sprinkler riser.

(20) Fiie hydrants should be located within 2S0
feet of each exterior entrance or other access to the
records center that could be used by firefighters. AU
hydrants should be at least 50 feet away from the
building watls and a~acent to a roadway usable by tire
apparatus.

(21) Portable water-type tire extinguishers (2 1/2
galton stored pressure-type) shall be provided at each fire
alarm striking station.

(22) Catwalks may be provided in the aisles
between the metal stacks in high-activity records storage
areas without provision of sprinklers under the walkway,
Where provided, the walking surface of the catwalks
shall be of expanded metal at least 0.09-inch thickness
with a 2-inch mesh length, The surface opening ratio
shatl be equal to or greater than that outlined in Military
Specification (MIL-M-17194C) of March 9, 195S. The
sprinkter water demand for protection over bays with
catwalks where records are not oriented perpendicular to
the aisles shalt be cakutated hydraulically to give 0.3 gpm
per square foot for the most remote 2,000 square feet.

(23) Storage of hasardous cellulose nitrate film
requires special facilities not covered by the above
standards. (See NFPA 40 and NPA 232).

2. Reaueats for Authority to Establish or Relocatg
Records Centers. No Navy Records Center shalt be
established or relocated from one city to another without
the prior written approval of NARA.

a. Exclusions.

(1) Staging areas containing less than 5,000
square feet of space used for the temporary storage of
materials preparatory of their transfer to a records
center or other disposition, provided no records are held
in staging areas in excess of 5 years.
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(2) Areas of less thm S,000 square feet used
solely for the storage of records to which occasional
reference is made but on which no processing activit y
(screening and microfilming, etc.) is performed.

b. content of Reauests. Requests for authority to
established or relocate a Navy Records Center shalt be
submitted in writing to the Amiatant Archivist for
Federal Records Centers (NC), National Archives and
Records Administration, Washington, DC 20408, via the
Navy Directives md Records Management Branch
(T+J09B35),Office of the chief of Naval Operations.
These requests shall specify:

(1) proposed location of the records center,

(2) space to be occupied in gross square feet,

(3) nature and quantity of records to be stored,

(4) total personnel to be employed, and

(5) justification for the proposed center which
shalt include a comparison between the annual cost per
cub:c foot to store the records in a Navy Records Centem
and the cost to store the same records in a Federal
Records Center. Analysis of Federal Records Center
space and equipment costs may be obtained from the
Office of Federal Records Centers (NC), National
Archives and Records Administration, Washington, DC
20408. The justification should also indicate whether the
records to be stored in the Navy center have high security
classification, require specialised processing or high-cost
indexing, or are to be used by technkal personnel
stationed at the records center.

c. ADDroval of Reauesta. Request for the
establishment or relocation of Navy Records Centers
should be submitted to Navy Ikectives and Records
Management Branch (N09B3S), Office of the Chief of
Naval Operations, via the appropriate chain of command.
Requests will be approved by NARA when greater
economy or efficiency cnn be achieved through its
operation than by the use of a NARA operated Federal
Records Center.
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APPENDIx G

SMc an ~ RnERENcE

n’mmARY PERS() NNEL
1000-1999

1000-1099
MILITARY PERSONNEL RECORDS

PAGE 111-1-1

1100-1199
RECRUITING RECORDS

PAGE 111-1-9

1200-1299
CLASSIFICATION AND DESIGNATION RECORDS

PAGE III-l-15

1300-1399
ASSIGNMENT AND DISTRIBUTION RECORDS

PAGE III-1-17

1400-1499
PROMOTION AND ADVANCEME~ RECORDS

PAGE 111-1-18

1500-1s99
TRAINING AND EDUCATION RECORDS

PAGE III-1-22

1600-1699
PERFORMANCE AND DISCIPLINE RECORDS

PAGE 111-1-31

1700-1799
MORALE AND PERSONAL AFFAIRS

RECORDS
PAGE 111-1-36

1800-1899
RETIREMENT RECORDS

PAGE 111-140

1900-1999
SEPARATION RECORDS

PAGE 111-142

2000-2099
TELECOMMUNICATIONS SYSTEMS

RECORDS
PAGE III-2-1

2100-2199
TELECOMMUNICATIONS SERVICES RECORDS

PAGE II1-2-1o

2200-2299
COMMUNICATIONS SECURITY (COMSEC)

RECORDS
PAGE 111-2-10

2300-2399
COMMUNICATIONS METHODS AND PROCEDURES

RECORDs
PAGE 111-2-lfj

2400-2499
ELECTROMAG~TIC SPECTRUM

RECORDS
PAGE 111-2-20

2500-2599
S1 COMMUNICATIONS RECORDS

PAGE III-2-22

2700-2799
AFLOAT COMMUNICATIONS RECORDS

PAGE 111-2-26

2800-2899
COMMUNICATIONS PLANS, PROGRAMS, AN1)

REQUIREMENTS RECORDS

PAGE 111-2-28

OPERATIONS AND READINIMS
3000-3999

3000-3099
OPERATIONS AND READINESS

RECORDS
PAGE III-3-1

3100-3199
OPERATIONS RECORDS

PAGE III-3-IO
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3200-3299
CRYPTOLOGY RECORDS

PAGE HI-3-27

3300-3399
WARFARE PROCEDURES RECORDS

PAGE 111-3-34

3400-3499
NUCLEAR, B1OLOGICAL AND

CHEMICAL WARFARE RECORDS

PAGE 111-3-38

3500-3613
TRAINING AND READINESS RECORDS

PAGE HI-3-43

3700-3799
FLIGHT/AIR SPACE RECORDS

PAGE 111-3-50

3800-3899
INTELLIGENCE RECORDS

PAGE HI-3-53

3900-3999
RESEARCH, DEVELOPMENT, TEST AND

EVALUATION (RDT&E) RECORDS

PAGE 111-3-62

Loasrlcs
4000-4999

4000-4199
GENERAL LOGISTICS RECORDS

PAGE 111-4-1

4200-4399
CONTRACTING RECORDS

PAGE HI-4-20

4400-4499
SUPPLY/MATERIAL RECORDS

PAGE HI-4-23

4500-4599
REDISTRIBUTION AND

DISPOSAL OF PROPERTY RECORDS

PAGE HI-4-35

4600-4699
TRAVEL AND TRANSPORTATION

RECORDs
PAGE 1114-36

4700-4799
MAINTENANCE, CONSTRUCTION, AND

CONVERSION RECORDS

PAGE 111-4.49

4800-4899
CURRENT PRODUCTION AND
INDUSTRIAL PREPAREDNESS

PLANNING RECORDS
PAGE HI-4-58

4900-4999
FOREIGN MILITARY ASSISTANCE AND MUTUAL

SECURITY PROGRAMS RECORDS

PAGE 111-4-63

GENERAL AIMNmRATION AND MANAGEMENT

WQ=s!2?

5000-5199
GENERAL ADMINISTRATION AND Management

RECORDS
PAGE 111-5.1

5200-5299
MANAGEMENT PROGRAMS AND TECHNIQUES

RECORDS
PAGE 111-5-11

5300-5399
MANPowER/PERSO~L (USE FOR OVERALL

CIVILIAN AND MILITARY PERSONNEL MATTERS)

RECORDS
PAGE 111-5-24

5400-5499
ORGANIZATION, FUNCTIONS, AND STATUS

RECORDS
PAGE III-5-29

5500-5599
SECURITY RECORDS

PAGE HI-5-32

5600-5699
MICROGRAPIIICS PUBLICATIONS, PRINTING,

DUPLICATING, AND REPRODUCTION RECORDS

PAGE HI-5-47

5700-5799
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EXTERNAL AND INTERNAL RELATIONS RECORDS

PAGE 111-5-50

S800-5859
LAWS AND LEGAL MATTERS RECORDS

PAGE 111-5-61

5860-5863
OFFICE OF LEGISLATIVE AFFAIRS RECORDS

PAGE HI-5-66

5900-s999
GENERAL OFFICE SERVICES RECORDS

PAGE HI-5-68

6000-6099
GENERAL MEDICINE AND DENTISTRY RECORDS

PAGE 111-6-1

6100-6199
PHYSICAL FITNESS RECORDS

PAGE 111-6-4
6200-6299

PREVENTIVE MEDICINE RECORDS “
PAGE 111-6-7

6300-6399
GENERAL MEDICINE RECORDS

PAGE HI-6-8

6400-6599
SPECIAL FIELDS RECORDS

PAGE 111-6-10

6600-6699
DENTJSTRY RECORDS

PAGE HI-6-14

6700-6899
EQUIPMENT AND SUPPLIES RECORDS

PAGE 111-6-14

FINANCIAL MANAGEMENT
7000-7999

7000-7099
FINANCIAL MANAGEMENT RECORDS

PAGE HI-7-1

7100-7199
BUDGETING RECORDS

PAGE 111-7-6

7200-7299
DISBURSING RECORDS

PAGE HI-7-9

7300-7399
APPROPRIATION, FUND, COST, AND PROPERTY

ACCOUNTING RECORDS
PAGE 111-7-13

7400-7499
PAY ADMINISTRATION AND PAYROLL AND

LABOR ACCOUNTING RECORDS
PAGE HI-7-22

7500-7599
AUDITING RECORDs

PAGE HI-7-33

7600-7699
INDUSTRIAL FUND FINANCING

RECORDS
PAGE HI-7-37

7700-7799
PROGRESS AND STATISTICAL REPORTING

RECORDS
PAGE HI-7-39

7800-7899
CONTRACT AND SPECIAL FINANCING

RECORDS
PAGE HI-7-39

ORDNANCE MATERIAL
8000-8999

8000-8199
ORDNANCE MATERIAL AMMUNITION ANI)

EXPLOSIVE RECORDS
PAGE HI-8-1

8200-8299
FIRE CONTROL AND OPTICS RECORDS

PAGE 111-8-12

8300-8399
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GUNS AND MOUNTS RECORDS
PAGE 111-8-14

8400-8499
LANDING VEHICLE, TRACKED RECORDS

PAGE HI-8-16

8500-8599
UNDERWATER ORDNANCE RECORDS

PAGE 111-8-17

8600-8699
AVIATION ORDNANCE RECORDS

PAGE 111-8-22

S800-8899
GUIDED MISSILE AND ROCKET

WEAPONS RECORDS
PAGE HI-8-22

8900-8999
MISCELLANEOUS ORDNANCE MATERIAL

RECORDS
PAGE HI-8-22

SHIPS DES ~ AND MATERIAL
9000-9999

9000-9099
GUIDANCE AND ADMINISTRATION
(SHIP REQUIREMENTS) RECORDS

PAGE HI-9-1

9100-9199
HULL STRUCTURE RECORDS

PAGE 111-9-16

9200-9299
PROPULSION PLANT RECORDS

PAGE HI-9-17

9300-9399
ELECTRIC PLANT RECORDS

PAGE HI-9-19

9400-9499
COMMAND AND SURVEILLANCE

(SHIPBOARD INSTALLATIONS) RECORDS

PAGE 111-9-19

9500-9599
AUXILIARY SYSTEMS RECORDS

PAGE HI-9-22

%00-9699
OUTFIT AND FURNISHINGS RECORDS

PAGE HI-9-23

9700-9799
ARMAMENT (SHIPBOARD RECORDS

PAGE III-9-24

9800-9899
INTEGRATIONAND ENGINEERING (SHIPBUILDER

RESPONSE) RECORDS
PAGE HI-9-24

9900-9999
SHIP ASSEMBLY AND SUPPORT

SERVICES RECORDS
PAGE 111-9-24

mNERAL MAIT!mAL
10000- 10999

10000-10999
GENERAL MATERIAL RECORDS

PAGE 111-10-1

10100-10199
PERSONNEL MATERIAL RECORDS

PAGE 111-10-1

10200-10299
MACHINERY AND TOOLS RECORDS

PAGE IH-10-3

10300-10599
MISCELLANEOUS MATERIAL RECORDS

PAGE HI-10-3

10700-10799
ADUIOVISUAL EQUIPMENT AND ACCESSORIES

RECORDS
PAGE 111-10-6

FACILITIESAND A(3TWTIF.sASHORE
11000-11999

11000-11999
FACILITIES AND ACTIVITIES ASHORE RECORDS

PAGE 111-11-1

11100-11199
STRUCTURES AND FACILITIES
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RECORDS
PAGE HI-11-1O

PAGE 111-12-20

11200-11299
TRANSPORTATION FACILITIES,
HEAVY EQUIPMENT RECORDS

PAGE 111-11-17

11300-11399
UTILITIES AND SERVICES RECORDS

PAGE 111-11-22

11400-11499
FLEET FACILITIES RECORDS

PAGE HI-1 1-28

CIVILIAN PERSONNEL
12000-12999

12000-12099
CIVILIAN PERSONNEL RECORDS

PAGE HI-12-1

12100-12199
OFFICE OF PERSONNEL MANAGEMENT RECORDS

PAGE 111-12-1

12200-12299
PERSONNEL PROVISIONS RECORDS

PAGE 111-12-2

12300-12399
EMPLOYMENT RECORDS

PAGE 111-12-6

12400-12499
EMPLOYEE PERFORMANCE AND UTILIZATION

AND CIVILL4N CAREER MANAGEMENT
PROGRAMS RECORDS

PAGE HI-12-12

12500-12599
POSITION CLASSIFICATION, PAY, AND

ALLOWANCES RECORDS
PAGE 111-12-16

12600-12699
A’ITENDANCE AND LEAVE RECORDS

PAGE HI-12-19

12700-12799
PERSONNEL RELATIONS AND SERVICES RECORDS

12800-12899
INSURANCE AND ANNUITIES RECORDS

PAGE 111-12-26

12900-12999
GENERAL AND MISCELLANEOUS

RECORDS
PAGE HI-12-27

AERONAUTICAL & ASTRONAUTICAL MATERIAL

13000-13999

13000-13099
AERONAUTICAL AND ASTRONAUTICAL

MATERIAL RECORDS
PAGE HI-13-1

13100-13199
AIRCRAFT (COMPLETE) RECORDS

PAGE HI-13-7

13200-13299
AVIONICS RECORDS

PAGE HI-13-8

13300-13399
ASTRONAUTIC VEHICLES (COMPLETE) RECOI<L)S

PAGE HI-13-8

13400-13599
AIRFRAME SYSTEMS, COMPONENTS, AND

ACCESSORIES RECORDS
PAGE HI-13-9

13600-13699
AERONAUTICAL GROUND SUPPORT

EQUIPMENT RECORDS
PAGE HI-13-9

13700-13799
ENGINES AND ENGINE SYSTEMS
(INCLUDING COMPONENTS AND

ACCESSORIES) RECORDS
PAGE 111-13-11

13800-13899
LAUNCHING AND LANDING EQUIPMENT

RECORDS
PAGE HI-13-12
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13900-13999
OTHER INSTRUMENTS AND LABORATORY

EQUIPMENT RECORDS “
PAGE 111-13-12
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